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ABSTRACT 

This handbook provides a list of Staff Senate and 
COMittee ■eabers of the Staff Association of Hontgoaery College, a 
copy of the bylaws of the association, and sections of the college's 

Policies and Procedures Manual" that affect staff eaploye^s. These 
sections of the manual pertain to: Adainistrative and Staff 
Coaaunication; Affiraative Action and Non-discriaination; Conflict of 
Interest; Definition of Teras; Director of Personnel; Educational 
Assistance Prograa; Eaployaent Procedures; Establishaent and x: 
Abolishaent of Positions; Evaluation; Exaaination, Ratings, and 
Eligible Lists; Grievances; Group Health and Life Insurance Plan; 
Health; Honors and Awards; Leave; Pay Plan; Personnel Actions; 
Physical Sxaainations; Position Classification Plan; Pre-eaployaent 
Physical Exaaination; Probation and Peraanent Status; Publications of 
the Faculty, Adainistrators, and Staff; Retireaent Benefits; Staff 
Association; staff Council, Takoaa Park Caapus; Staff Personnel 
Policies; Staff Personnel Records; Staff Review Board; Tax-Sheltered 
Annuities; Travel; Tuition Waiver Plan; Wearing of Uniforas; and 
Workaen's Coapensation. (DB) 
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THE STAFF ASSOCIATION 
OF 

HONTGCNERY COLLEGE 



Hie Staff Association of Hontgonery College represents the 
nearly 500 College employees who hold neither faculty or administrative 
positions at the College. Staff menbers are found In virtually all 
administrative and Instructional offices of the College performing 
functions that arc vital to the College's programs and services to 
the connunlty. 

The Association was established In the spring of 1970 to 
represent the needs, concerns, and aspirations of Staft members. 
Ihc voice of the Staff Association Is an elected, seven-member Senate 
with proportional representation from the Rockvllle and TakoAa Park 
Campuses and from Central Administration. All members of the Staff 
Association have the right to participate In this election; each Staff 
employee holding permanent status it the College Is eligible to be a 
candidate for the Senate or to serve on a cotmnlttee of the Senate, 
The Bylaws of the Staff Association, which follow, explain the 
structure, the duties, and the responsibilities of this representative 
Senate. 

Since the formation of the Staff Association, Staff personnel have 
achieved an Important role In the governance of the College, The chair- 
person of •'he Staff Senate Is a member of the President's Advisory 
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Council and of the Staff Review Board and has both the responsibility 
and the right to speak before the Hoard of Trustees on matters pertaining 
to Staff employees. 

There are Staff representatives on all CoUege-ulde cooDlttees 
and on campus governance bodies » Including the Campus Assemblies. 

The Staff's role In College and campus governance not only assures 
that Staff concerns will receive consideration but that the expertise of 
Staff employees will contribute to the deliberations. 

The Staff Association and Its elected, representative Senate Is 
YOUR voice In the College governance system. By your participation and 
Involvement, by your attendance at meetings, by your Informing your 
representatives of your concerns, that voice Is heard--lts <lue8tlons 
ans%N?red*-and Its nqui'Sts considered. 

Following are a list of Staff Senate and Coonlttee members for 
1974^73, a copy of the Bylaws of the Staff Association, and sections of 
the Policies and Procedures Manual of the College which affect Staff 
employees. They are presented for your use and reference through the 
cooperation of the Staff Senate and the Personnel and hiblic Information 
offices of the College. A complete, updated copy of the College Policies 
and Procedures Manual Is available In the reference section of the 
library at each campus. 
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BYUWS OF 
THE STAFF ASSOCIATION 
OF M0NTGCI4ERY COLLEGE 



Statement of Purpote 

the Staff is one of the four vital groups that wake up the total college 
structure, and is recognized along with the other three groups, faculty, 
administrators, and students, as an integral part of the institutional program 
It may exercise, through an appropriate elected body, the right to express its 
concern and make recoomtendations to the President and through him to the Board 
of Trustees. 



1. The Staff Association is cstablishiil to represent all Staff personnel. 

2. The Staff Senate shall be the body elected by the Staff Association to 
speak for the group, and shall be their official channel of communication 
with the governing entities of the college. 

3. Each campus will be represented in the *>enate. Ihc proportionate repre** 
sentation will be as follows: 

Central Administration - TUo Senators 
Rockville Campus - Three Senators 

Takoma Park Campus - Two Senators 

To fulfill the statement of purpose, the bylaws of the Staff Association 
have been developed by Staff personnel. The bylaws set forth in this and 
subsequent paragraphs of this document have been ratified by a majority 
vote of the Staff, approved by the President, and transmitted to the 
Board of Trustees. 

3. The bylaws written here arc not of a fixed nature, but are designed to 
accept the creative and experimental attitude toward change. The 
amendments are accomplished by a majority vote of those present at The 
Staff Association's Annual Meeting. In the event that a meeting is not 
feasible, the Chairman has authority, with the approval of the Senate, 
to distribute mail ballots. A majority count of responses to these 
ballots will determine the amendment, subject to the approval of the 
President. 

The Staff Senate 

The Staff Senate is an elected body with the assigned task of being 
the official representative of Staff employees, and through its chainsan 
or his assistant, conmunicating their concerns and tecomicndations to the 
appropriate parties. 

Scnatp Structure 

The Senate is made up of seven elected members who shall elect from 
miiong thumselvcs their Chairman and Vice-Chainnan. The Chairman will appoint 
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two (2) secretaries, (one from Rockvllle and one froa TskoM Psrk) to take 
■Inutes oi the ae«*tlngii on their respective capuses. The secretary will 
not be considered a nernber of the Senate. 



Senate Responsibilities 

1. Reviews continuously the college Policies and Procedures regarding Staff 
personnel an^ makes appropriate recovaendatlons. 

2. Hakes cossienvs. presents suggestions, or takea other appropriate action 
on policy and procedural aatters affecting the Staff In general. In 
accordance with Section 4.07 of the Policies and Procedures Manual, 

3. Appoints coonlttees as deesied neceasary to perform certain taaka and 
holds these comslttees responsible for their assigned taaka. 

4. Reviews and evaluates Infonsatlon passed to It by the comaltteca, and 
makes reconnendatlons to the appropriate areaa. 

5. >feets with the President to present recosaendatlons and dlacuaa concema 
which are pertinent to the represented body and the colUge. 

6. Appoints annually from smiong the Staff a parliamentarian to aerve at all 
meetings of the full Staff, for which official alnutea will be maintained 
and a copy sent to the President and other appropriate bodlea. 

7. Acts as t^ne spokesman group for the Staff employeea of MontgOMry Col legs. 
Ihe chairman or dealgnee may accompany an employee and act aa counael 

on his behalf when requested to do so. 

8. Exercises Judffsent for referring Staff conalderatlont to appropriate areaa 
or channels. 

9. Considers for action only those grievances which relate to gatabllahed 
policies and procedures of the College or which affect an entire group 
of employees » such as a department, but does not act upon Individual 
grievances other than to acquaint the employee with the eatabllahed 

procedures for review. 

General Affairs 

1. Minutes of all Senate meetings will be available to the repreaented 
members so that all persons represented by that body will have contact 
with all matters discussed by that body. The minutes of all Senate 
meetings will be transmitted to the President, the Board of Truateea, 
and any other appropriate parties. 

2. A manual will be developed by the Senate outlining the Association. 
Copies will be distributed to all represented employeea and made 
available to the Personnel Office to become part of the Infocvatlon 

packet given to newly hired employees. 
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3* An annual Collcge*vlde Staff AaaociaClon ■ceClng vlll bt htld during 

aprlng vacation oa ■ day the College la open* Additional Staff Aaaoclatlon 
■eetlnga aay be called between the houra of 8:00 A.M. and 4:00 P.M* br 
the QialnMn of the Senate In cooperation with the Director of Ftraonnel 
vho aha 11 coordinate arrangeacnta with appropriate a^lnlatratlvt paraonnal 
In order that the •eetlnga will not Interfere vlth the nomal functlona 
of the College. 

4. Special acetlnga vlll be called by the chaltvan In cooperation vith tha 
Director of Ptoraonnel aa In Itea 3 above. To aupport theae Beetlnga, 
a docuaent vlll be required atatlng the nature and urgency of tha aatter 
In queation tilth algnaturea of at leaat 20X of the repreaented raploytea 
attached* Ulien the detalla of the see ting are eatabllahed, an Infoiaa* 
tlon flyer vlll be aent to all repreaented eaployeea. 

5* Heetlnga of the full Senate are to be held once each aonth, betveen the 
houra of 8:00 A»M» and 4 P.M.» the date and location eatabllahed around 
the aenber'a availability* In order that a aeetlng become part of the 
official recorda» five of the aeven aesbera auat be preaent. 

Heetlnga of the bodlea of the Staff Aaaoclatlon are to be held betveen 
the houra of 6:00 A»M. and 4:00 P.M. of the nonul work day, except 
In caaea where the Chalnaan of the Senate fee la an urgent Mating la 
needed • 

7. Any itea to be conaldered at the regular Senate seating auat ba In the 
handa of the Senate aeabera 4 daya prior to the aeetlng date. Other* 
wiae it vlll be dlacuaaed at the next regular seating. 

Put lea of the Senate Chalman 

1. Prealdea over the Senate and conveya recoaaandatlona to the appropriate 
part lea. Abldea by the by lava of thla docinant In the perfomanca of 
hia dutlea. la eapowered to sake neceaaary editorial changaa to coofora 
the by lava to changea In college tltlea of poaltlona and bodlea. 

2. Appolnta the chalraan of all atandlng and ad hoc coasltteea vith tha 
advice of the Senate. 

3. Win be Inforaed of all Board of Tniateea aeatlnga Involving aattera 
pertaining to Staff eaployeea. He or hla dealgnea vlll have the 
reaponalblllty and right to apeak freely before the Board of Truateea 
at auch acetlnga. 

4. Will receive a copy of the ainutea of all Board aeatlnga where Staff 
aattera have been dlacuaaed* for review before tha Senate. 

5. Will be a aeaber of the Preaident'a Adviaory Council and tha Staff 
Review Board. He or hia deaignee vlll attend tha aaetinga of thasa 
two groups, 

6. In tha event of loaa of a aenator before hia tera of office haa expired. 
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the chalnMo of the Staff Scnete ••y, with the approval of the Senate, 
appoint • person to serve out the remainder of the tera* 

ttitigg of the Senate Vice^QMrlman 

Pre • idea over the Senate in the absence of the chaiwan and carries 
out the duties usually associated with the office* 

ttitlgs of the Senators 

I. Attend aettinss of the Senate* After two consecutive absences fra« 
regularly scheduled Senate Meetings, a Senator will be asked, by the 
ChAiman, to declare his intention either to resign or to participate 
actively in the fulfillMnt of the duties of hia office* 

2* Perfora duties as outlined in Senate Responsibilities* 

3. Ifeceive coMUiications fro« sny Staff employee and convey this infomation 
to the full Senate, 

Duties of the Appointed Secretary. 

The secreury will take ainutes of the Meetings assigned, put thca 
in final fom, and trantait the« to the Quizman of the Senate to be distributed 
as stated in the bylaws, 

Elliibility for the Senate 

Any Staff oiployee holding pexvanent status is eligible to become a candidate 
for the Senate, or to serve on a coMiittee of the Senate* 

Tenure 

1. The ters of office of a Senator shall be two years except that for the 
first year (only), three of the Senators shall serve a term of one year. 

2. No Senator may be elected to serve mote than two consecutive tetsa. 
Election 

1. Any Staff employee is eligible to vote* 

2* At the >%rch Sen-te meeting; an Ad Hoc Elections GoMittse of three 
(one each from Central Administration, RockviUe Campus, and Takoma 
Park Campus) shall be appointed by the Qiaiman of the Senate with 
the advice of the Senate* This coMittee shall within 10 working 
days infon all Staff employees of Senate positions to be filled 
in the annual election and invite nominations in accordance with the 
following paragraphs* Nominating ballots must be returned to the 
Elections Con«ittee within 10 working days* (Remainder deleted, see 
ntaiber 6*) 
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3* Any candidate m\9t receive the total number of aonlmatlons that 
would equal SX of the evployees who are eligible to vote for that 
candidate* All noalnatlng ballots for a candidate shall be added 
to dctcmlnc the total niMbci of nominations received. 

4* The Ad Hoc Elections CoHilttee shall have the responsibility of detemlnlng 
the number of employees In each division who are eligible to vote, and 
Indicating on the nominating ballots which they distribute, the number 
of signatures required to nominate a candidate* 

5* The Elections Cooslttee shall have the responsibility of determining that 
nominees hold peimanent status with the College and are willing to serve 
and fulfill the duties aiid responsibilities of a Senator* 

6* The names of all eligible candidates together with a brief description 
including position (s) at the College and service on the Senate or its 
coMittees shall be transmitted to the Chaiman of the Senate within 
5 working days after the close of nominations so that the election may 
be held at least one week prior to the last working day in May* The result.^ 
of the election shall be publicised no later nhan the last working day in 

7* Write-in votes will not be petmitted since such candidates have not been 
certified by the Elections Cowittee as to eligibility and willingness 
to-serve nor have they me*^ the oooination requirement* In the event of a 
tie vote, the seven current Senators shall, by secret ballot, determine 
the election* 

8* Any employee who will not be present to vote on the established day ma> 
arrange to vote at another time by requesting an absentee ballot from the 
Chaiman of the Ad Hoc Elections Cowittee* Availability of absentee ballots 
and the acceptable reasons therefor shall be included in the announcements 
of the Electione CoMlttee* 

9* Between election and July 1, the Senate will meet at which time the outgoing 
Senators will turn over materials to their successors and the new Senate 
shall elect its Chairman and Vice-Chaiiman, who shall take office upon 
election* 




STAFF POLICIES AND PROCEDURES 



4.00 CKNERAL 

The guldellnet Iq thlt chapter are thoae governing the ataff ei^loyeta of 
the College, foratrly referred to aa Supporting Servlcea. Thoae paragrapha 
titled ''policy*' contal.*. pollclea protulgated by the Board of Truateea; thoaa 
titled **procedurea** contain the approved linplementlng procedures.^ Deflnltlona 
of terma used herein are contained In paragraph 4,70. /j>p, 51-52 / 

4,05 AirrHoHITY 

a. The paraonnal policies^, and. procedures governing all staff employees 
are promulgated vlth the understanding that the Board of Trustees, In 
consultation with ths President, and on the basis of all available 
facts, establishes the policies by which the College is operated, and 
that the Prasldent, with the full approval of the Board exerclaea his 
professional skill in ackainlstering the policies and in reporting the 
effec'lvsness or need for nodif ications of the policies to the Board* 
These pollclea are established by the Board of Truatees purauant to 
the authority vested in the President and the Board of Truateea by 

^ Article 77^, Ssctlon 1, Annotatsd Code of >1aryland« (See Page A-lOO) 

b. Policies governing the staff peraonnel which are adopted by the Board 

of Trustees shall be consistent with the State Law, and all action ahall 
be effective after a public nee'ting* the formal record of which ahall 
likewise be public. 

c. The responsibility for the adainis. ration* in matters pertaining to atAff 
personnel of the College* is vested in the President of the College. 
(Board of Truateea Reaolution 410-67, July 17, 1967) 

d. The use of the tens Staff to rafer to all enployees who are not faculty 

or adminlstratora waa approved by the Board of Truatees on January X , 1972. 

4.07 PURPOSE AND APPLICATION 

The purpose of establlahlng paraonnel pollciaa for ataff employeaa la to 
provlds a basis for personnel regulatlona* The Prealdent ahall eatabliah 
procedures deriving from the pollclss which shall become guidelinea to pro* 
^ vide uniformity In handling peraonnel mattera of Montgomery College* 

Tn all cassa of propoaed modification to policy or procedurea affecting 
ataff employaaa in ganeral, tha Staff Senate ahall be conaulted concerning 
the propoaad modlf Icatlona with aufflclent lead time so that it ahall have 
the opportunity to maka coonMnta, preaant auggeatlona, or take other ap- 
proprlate action bafore any daclalon*maklng body or official of th« College 
la requaatad to taka action with reapect to the propoaed rood if icatlona* 

4*08 STAfF PERSONNEL RECORDS (A pprovd by President, April 6, 1973) 
4.081 GENERAL 

The personnel file of any preaent or former member of the Staff of the College 
la considered a confidential racord of the College. Acceaa to auch a file is 
limited to thoae pcraons who have legitimate need for information contained 

« I - 
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therein. Only duly suthorUed personnel of the College ss detlgnited by theM 
reguUtions ere permitted access to such s file. In the event s legsl Juris- 
diction hall fubpoens the release of records, this shsll be construed to »tsn 
uverythl.ig In such files except those Items which are considered to be privi- 
leged Information. Those considered to be privileged Information are: letters 
of recownendatlon; reference forms; other confidential material related to 
Initial sppolntment; snd mcdicsl. or other confldentisl msterlal which has been 
received by the College. (See slso Article 76A. Annotated Code of Haryland; 
republished as Appendix B to this manual.) 

4.083 ADHINISTKATION OF AND ACCESS TO PQISONNEL FILES 

a. The College Personnel Office malntsins a personnel file for esch member of 
the Staff. The Director of Personnel is responsible for the security of 
this file. The file consists of: 

(1) Original application for employment. 

(2) Letters of recoimnendatlon, reference forms, and other confldentisl 
material related to Initial sppolntment. 

(3) Medical reports and other confidential msterlal related to continued 
employment. 

(4) Copies of personnel actions which authorize the psyment of sslary. 

(5) Copies of forms related to Insurance, retirement, fringe benefits, 
and leave authorization. 

(6) Evidence of compllsnce with the legsl sapects of employment, such 
as the proof of freedom from sctive tuberculosis. 

(7) Miscellaneous correspondence and memoranda relevsnt to the individ- 
ual's continued employment with the College. 

b. The degree of sccess suthorlsed to s personnel file is detemined on 
the bssls of legitimate need. The file ie open to the Presi'fent, the 
Dean of A<faiinistration, the Director of Personnel, and stsff meabers 
designated by the Director of Personnel ss those responsible for % 
csrrying out the assigned functions of the Personnel Office. Uith 
the exception of a confirmation of cnployment by the Personnel Office* 
no Information about a Staff member will be given over the telephone 
by anyone. 

(I) An Individual member of the Stsff shsll hsve the right to the review 
of his own personnel file by himself or by his duly authorised rep* 
resentstlve« deslgnsted ss such In writing by the Individual, in sc* 
curdance with the following: 



(a> An appointment must be msde for the review wllh the Director of 
Personnel who shall be responsible for such s review. 
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(b) The MterUl listed in ^«083 a(2) and 4.063 a(3) it renovrd 

from the file by the Director of Personnel prior to the review 
session. 

<c) The entire review It conducted In the Personnel Office in tht 
presence of the Director of Personnel or his suChorUed assis- 
tant and no material Is permitted to leave the room or to be 
removed from the file. 

(2) A supervisor of one or more Staff personnel shall have the right to 
review the personnel file of a member of the Staff when: 



(a) The member of the Staff works under his supervision and access 
to the file is deemed necessary for normal conduct of super- 
visory responsibilities or when, 

(b) The member of the Staff has made written application for trans- 
fer or promotion to a position under his Supervision. 

Such review of a Staff member's personnel file shall be conducted 
under the same conditions as described in paragraph* (1) a, b, and 
c above. 



(3) Outside requestors may, upon proper identification and upon adequate 
determination of need, meet with the Director of Personnel for the 
purpose of obtaining information about a Staff employee. The Director 
of Personnel will retain the file and answer questions from it. Prop- 
erly authorized written requests will be given an appropriate response 
by the Director of Personnel. In the event a legal Jurisdiction shall 
subpoena the release of records, this shall be construed to mean all 
files except those listed in 4.083 a(2) and 4«083 a(3), which are Con- 
sidered to be privileged information. Notification of such subpoena 
action shall be given to the individual concerned and to the President 
of the College. The Director of Personnel will assure the safe trans- 
port of appropriate records to the legal jurisdiction which has issued 
the subpoena » 

4.09 ESTABtlSttMT m ABOLISWnff OT W8ITI0WS 



4.091 POLICY 

a. TK« Pr««ldaiit thall fcammvd to th« Board of Tm«t«M -^^ for 
approval tha nuabar of pamoant and conditional poaltlons ha 
datanalna* to ba nacaaaary for th« •fflclnat oparatlon of th« 
Co I lata. Tha Fraaldant may aa tabllah tamporary poaltlona for 
« llmltad p«rlod of tlma to maat tha unforasaan and temporary 
n«a4a of MC« 



b. Th« Fraaldant My author Isa amploymant In Mcaaa of tha vmh%t 
of budgatad poaltlona In a particular claaalf Icatlon whan thara 
la « critical naad and vh«n Appllcantt who ara unuaually wall 
qtiallflad ara avallabla» provldad tha total numb«r of budgatad 
positions la not axc«adad» 



2/ Hereinafter referred to as "the Board**. 
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A* Tv— of Po«itlon« 

FosiCioM ahall be ldanCUl«a ^rMomt, coodltloiuil, and 

(1) PtCTMwnt Po«ltloiw > A HMaM^ poflltloa !• om vhlcli has 
baaa aatablUhtd by tha Board vlth tha aotlclpatloa that it 
will ba nacaaaary to aalntaln tha axlatanca of auch poaltlon 
indaflnltaly on a contlmioua yaar«»roMnd or acadaale yaar baala. 

(2) fjporarv Poaltlona > A twporary poaltlcti la ona, not contlii* 
uoua in natura, vhlch may ba aatabllahad by tha Praaldant on the 
recom.«ndatlon of the Director of Personnel with the approval 

of tha account aanatar. It ahall rinaln In axlatanca oaly aa 
long aa a taaporary vorh altuatlon raqulraa It. Such poaltlon 
ahall ba abollahed autosatlcally by tha Praaldant vhan tha 
tMporary work raqulrcaent no longer aslaCa« 

(3) - Conditional Poaltlona > A conditional poaltlon la oaa aatab<* 

liahad by the Board for the pariod of tiaa that ttonlaa are 
available in whole or in part by tha Unitad Stataa Govern- 
■ant, a private orgaaiaatioa> e foundation, a revenua-produclng 
aource (cafaterie and bookatora)* or an individual for uae 
iu epeclel reeearch or other loat-tani projecte. Thle 
poaltlon ahall ba eutoaatically abollahed whan no longer 
needed r whan funda are no longer aade eveileble. 

b. EeteblieNnent of Pceitiofw 

(1) During Budget Preaeretlop 

Poeitione aay be propoeed during the preperetion of the 
budget through the recoaaendation of an epproprlate 
officiel to the Director of Pereonnel end eubtequent 
epprovel by the President, or by the Preeident upon hia 
own initietive. In either cete, approval of the Boerd 
le required for final escebliehacnt of the poaicion. 

(2) After Budget Adoption 

Appropriate forms requeeting e new position which wes not 
budgeted auat ba originated by Iba approprlete officiel 
end epproved by the Director of Personnel and the Dean of 
Adainietretion prior to eubalaaion to the President* When 
in the judgeMQt of tha Praaldant, it is necesssry for sn 
official to aaploy a pereon on en extra-help basis in a 
type of poeition for which there is no clessif Ication 
provided in the clessif icstion plan, the President, on 
recoaaendAtion of the Deen of Administration, shall fix 
the saount of coapeneetlon, ehell detemine the ainiaua 
quell ficAtions for the edditlonel employee, and shall Halt 
the period of time the position may be allowed. 
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c. Aboliah— ot of PoaitiOtt 



(1) Motict to toploytt 

VtMn ■ propoa«d abollahMiit of a poaition ntceaalCatca 
thm dlMlaaal or dwotlon of a parmantnC-ataCua ••ploytc, 
hm ahall be ootlfltd In vrlclot by Che Director of Peraonnel 
tvo veek« in advattce of ioard action* He ahall be informed 
that if he vlahea to do ao he any preaent reaaona againat 
the action to the Denn of Adainiatration* (Reviaed by Presi- 
dent» 10/25/71) 

(2) flaceaent Coneideration for ftroloyeea 

lach aatiafactory peraanent-atatua aaployec who haa been 
adveraely affected by a reclaaaif icatlon ahall be given 
firat coneideration for other poaitiona for tihich he ia 
qualified and in vhich vacnaciea exiat. 

(3) Oeciaion on Salary Aaaign— at 

Detaminetion of a aalary MaigaMnt in the caae of a down- 
gradUt reclaaaification or traaafer of an eaployee whose 
poaition haa baen aboliahed ahall ^e aade by the Director 
of Peraoanel. (Approved by Preaident, 10/25/71) 

♦•10 POSITIOH CLASSIFICATION PLAN 
4.101 POLICY 

The Frekident ahall claaalfy all poaitiona of MC and recowend the 
adoption of the claaaif icationa to the Board* The Preaident ahall 
"^•^•"^ ^0 the Board for adoption new claaaif icationa and the 
reaaaigtaent of a claaaif ication froa one pay grade to another* 
The claaaif ication title of a poaition .hall be uaed in all official 
peraonnel and budget recorda and tranaactiona. 

4a02 PROCBDURE 

Criteria for Claaaif ication of Poaitiona 

AaaigflMent of a poaition to a claaaif ication shall be deterained 
by the dutiea and reaponaibilitiea of the position, based on the 
principle that all poaitiona ahall be included in the aaae clasa- 
ification if they are: 

(1) Sufficiently alailar in reapect to dutiea and reaponaibilitiea 
that the a«M deacriptive title aay be used* 

^2) SubatantialXy the aaae atandarda as to education and experiencr 
are required of applicanta* 

(3) Subatantially the aaac tcata of knowledge and ability are 
uaad in aelecting qualified appointeea* 

(A) The aaae aalary range can be aade to apply with equity to 
all of the poaitiona in the claaa. 
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Rtclatttf tcatton 



(1) A rtqutst tor a study for recUwif ication May be aade to 
thtt Dirtctor of Ptrsonnel by an aaployee's superviaor or 
the employee. The Director of Peraonnel, after consultation 
with the appropriate offlcall, •ay initiate a study of existing 
claasificationa. The criteria for classification of poaitionH 
will be applied to deterplne whether: 

(a) No change should be Bade in the classification of the 
position; or 

(b) The position should be reclassified to a sore appropriate 
class in the existing classification and pay plan; or 

(c) A new classification should He established to which the 
position would be assigned; or 

(d) No change be aade in the classification of the position, 
but that the position classification be assigned a higher 
or lower ;)ay grade. 



<2) Any ptrsonnti rtccwwndstloii which rtqulres the cstabliahMnt » dlvl- 
8lon» coablnatlon* or abollahaent of cxlstlni cissaea or tht 
rtsMlgnaent of a cUaslf lest ion to another pay grade ahall bt aub- 
•Itted by tht Prealdent to the Board for action during July. 
NovMber and March of each year. 



^•U STAft MVigu MnAin (Approved by Staff Review Board, 4/15/71) 
TKtvlatd by Prealdent, 10/25/71) 

a. A Staff •.tvlew Board la appointed by the Prealdent and ia coaprlaed of 
tht Dean of Adalnlatratlon, the Dean of Education, the caapua dtana, 
tht Director of Peraonnel, and the Chalr«an of the Staff Senate. The 
Rtvltv Board will consider all requeata for establlahlng and abollahlng 
poaltlon clasalf Icatlons. reclaaslf Icatlon of poaltlona, tranafet of 
poaltlona between organizational unlta or offices and all recoMenda- 
tlona for outatandlng aervlcea awards as discussed in section 4.263b. 
Tht Btvlew Bosrd alao will conaider changea to college pollclta and 
procedurea relating to stsff employees. 

b. Katttra to be conaldered are first directed to the Director of Personnel 
for review and development of materiala for conaideratlon by the Review 
Board. Where appropriate the Staff Senate is involved In thla pr^ceaa 
in accordance with atctlon 4.07. The Review Board will sake Ita 
recoaaendatlona to the Dean of Adniniatratlon . The President haa dele- 
gated to the Dean of Adnlniatratlon the approval authority for reclaaai- 
flcatlon of positions, Inter-orgsnliatlonal unit tranafer of poaltlona. 
and outatandlng aervice awards. RecoMendations pertaining to all other 
utters will be directed by the Dean of Adsinistrat ion to the Prealdent 
with the recoMendation of the Dean. In thoae cases where tht Dean of 
Adainlatratlon doea not concur in the recomaendatlon of the Review 
Board, both aides of the lasue will be presented to the President for 
decision. Recosended estsblishment and abollshaent of poaltlon claaal- 
flcatlona, changes in pay grade asalgnaients to classes of positions, 
snd policy chsnges will bt presented to the Bosrd of Trustees by tht 
President. 

A. 12 PAY PLAW 

4.121 POLICY 

The Prtsldtnt shall reconend to the Bosrd for set ion s ^taff pay achedule 
and ahall aaalgn all classlf Icstlons to the schedule. The President shsll 
tstsbllsh procedures for plactaent snd novesent of employees on the sslsry 
schedule, for psyment for overtime work, snd for recognising length of 
service. 

4.122 PROCEDURES 

s. Current Clssslf Icstlons 

The currently spprovcd ssslgnaent of grsde clssslf Icstlons to the psy 
schtuule Is aalntslned In the Peraonnel Office. 

b. Revlaloa the Claaalf Icatlona and Pay Schedule 

The Director of Peraonnel ahall collect data on exlatlng ratea of pay and 
pay practlcea In the local area* changea In coat-of-llvli^ Indlcea. and 
other faccora which ahould be taken Into account. On the baala of auch 
data, a rtcOMtndatlon ahall be made to the Prealdent for Board approval 
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of those ctuntes deeaed ntcessary in Che staff pay schtdult» pay 
praccicea* and placcatnc of classifications on the pay schcdult* 

c. f lac— t OP the Salary Schedule \ 

Caployeaa are placed on the salary schedule dependent upon the 
type of appolnCMnt i#hich they are granted. (See paragraphs 
4.162 f and t) 

d. Hoveaent on the Salary Schedule 

(1) Proceaslni Reco— endationa 

NovMcnt on the salary schedule or the srantlns of salary 
lncrMent«» are nomally the result of reco«eendati*)ns sub- 
■itted on an Individual employee. Salary IncreMnt reco*- 
•endatluns aust be In vrlting and shall be subaitted to the 
Director ol Personnel via the appropriate campus dean, or the 
DMn of Adainlstratlon for the central adalnlstrat ive staff 
caployees, at least IS days before the recoaaended effective 
dace. Such rcccaaicndatton shall be aaUe by the appropriate 
official, shall contain a certification that the eaployee's 
work record Is or Is not satisfactory, and shall Include a 
stat^ent thai the granting of a salary Increment is or Is 
not recoHiended. Auchorixatlon for appropriate action will 
be aade by the Director of Personnel after review of reconaen- 
dat Ions. 

(2) Eligibility for Salary^ Increaent Awards 

A permanent or conditional eaployee and a teaporary caployee 
filling a permanent position on a military-temporary appoint- 
ment shall be eligible to be considered each year for a one 
step salary Increaent award. Such salary increments may be 
awarded annually until an employee reaches the top pay step 
(not Including longevity) of the pay grade to which his 
position l» assigned. Salary Increments are limited to one 
pay step annually and, as they must be earned by satisfactory 
performance of work, an employee c annot be granted a salary 
increment automatically or solely on the basis of length of 
Service. In unusual clrcumatances, the Director of Personnel 
may approve the award of not more than a full pay step salary 
increaent annually to other temporary employees filling 
permanent positions. (Revised by President, 10/25/71) 

(3) Teaporary Service Ciedlts for Salary Increaent 

A full-time temporary employee appointed to a permanent 
poaition without a break In service shall be entitled to 
be credited with that aaount of service credit for a 
salary Increment. 

(4) Salary Incrsaent While in Probationary Status 

Am eligible •ployee may recleve a salary incr^ent while 
on probation. However, If an employee becomes eligible 
for a salary Increaent during a probationary period which 
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has been extended for cause, he uy not receive a salary Incrcacnt 
until he is approvi*d for permanent status. Upon satisfactory com- 
pletion of the extended probationary period, the effective data of 
the employee's permanent status will become the salary, increment 
date. An employee who has b«en assigned a probationary period of 
■ore than one year say receive an increment, even though he has not 
yet earned permanent status, provided his work record up to that 
Lime warrants advancement. 

(5) Salary Increment Dates (Approved by the President, July 22, 1972) 

Increment datt's will bo the anniversary of the date of initial 
emi>loytnent. The tttectlve date of a salary increment is the first 
day of the flr«t pay period foUowlnK the pay period in which the 
fmployt'c's Increment date falls. Should an adverse action be 
taken Huch as the extension of the probabionary period lor cause, 
Che salary increment date will be reestablished. A temporary 
employee who is assigned as a permanent employee without a break 
ii\ service shall have his increment date determined by the date 
of his employment mi a temporary employee. An employee on an 
extended military leave shall be assigned an increment date 
determined by the date ut employment. 

( 6 ) Reassij^uent of S alnrjf Increment Date 

A new salary Increment date shall be assigned under the following 
circumstances: 

(a) When an eaployec's probationary period has been extended for 
cause, his salary increment date will be extended an equal 
amount of time. He may not receive a salary increment until 
approved for permanent status. 

(b) When an employee has been on authorized leave without pay for 
a period exceeding two calendar months (excluding leave for 
ailUary service, disability, or self-Improvement), the salary 
increment date Hhall be adjusted in accordance with the num- 
ber of months the employee Is on approved leave. 

( 7 ) Del ayed Salary Increment 

An appropriate official say recoMend that an employee*s increment 
be delayed if he believes that tha employee's psrformance has bssn 
substauUiArd. In such cases he shall submit in vritlng to th« Dirsctor 
of Personnel his reasons for the delay and a racoiBcndatlon as to 
the period of tlae the salary increment award should ba delayed. 
Approval of the appropriate caapus dsan« or ths Dmo of AdBittietr«tioa| 
and the Director of Personnel shall be ntcsssary before such action 
is taken. The Director of Personnel shall report in vrltlng to the 
President In July of each year a suimary of all actions taken during 
the previous fiscal year regarding each delayed salary increment 
requested and/or approved. (Approved by Supporting Servicee Revlev 
Board, April 15, 1971) 
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(8) Notification of SaUr y tnrr— ent DeUV 

In all CMC* of aalary lncr««tnt delay. th« ■ffected wployte 
shall be notified In writing at leaat tvo weeka in advance of 
the incrciMnt date by the Director of Peraonnel of the reaaona for 
the action. He shall be Informed that h« UMy regiater a grievance 
If he wishes to do so. The affected paraancnt or conditional 
enployee «ust request a hearing In accordance with the griev- 
ance procedure within five daya of reclpt of notification of the 
jc'tton; otherwise, JiU salary Increment will be delayed. (See 
paragraph 4.302) >. 34 J 

(9) S pecial Wlthln-Cradg Advancement 

The Director of Personnel uy reco^end to the Dean of Admin- 
istration that employees of a particular claaalf Icatlon be given 
a special wlthln-grade advancement In aptclal or emergency situa- 
tions. Detailed supporting evidence will be supplied by the 
Director of Personnel and other appropriate officials. (Revised 
bv President, 10/25/71) 

Overt i ne Work 

(1) Coapensatlcn tor Overtime WorJc 

tWcrtlne Ih defined is work In excess of 8 hours per day or 40 hours 
per week. Hours paid for but not worked such as holidays, vacation, 
and paid leave shall be considered hours worked In the implementation 
of this policy. The rate of pay for overtime work ahall be time and 
one-half the employee's regular rate of pay. Notwlthatandlng tha 
foregoing, an employee nay work more than 8 hours In one day at hla 
regular rate of pay to make up for houra abaent during the aame 
week provided that; 

(a) He requests »uch an arrangement for his own convenience, with 
the understanding that he will not be paid time and one-half. 

(b) His supervisor consents to the arrangement. 

(c) A written agreement to the arrangement, aigned by the employee 
and his supervisor be filed with the Director of Peraonnel be- 
fore more th^n 8 hours ere worked In one day. 

(d) No more than 40 hours are worked In the week. 
(2) Approval for Overtime 

Permission muat be obtained from the Director of Peraonnel be- 
fore overtime la worked. In exceptional or emergency clrcumattnceat 

(a) The campus deans may permit overtime when It la necaaaary to 
protect property or to keep the College In operation. 

(b) Canpua daans may authorise overtime becauaa of required after- 
college use of facilltlea and field trlpa for which MC viU 

be reimbursed. 
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Th« approprijct f.»r» ihoold bt subaltud by tht Camput Ocani 
to th« Director of Ptrionncl afur ha hat authorlstd ovtrtlM 
w49T tha clrcwtancet »cntlonc4 in U) and (b) abovt. 
(Mvla«d by PrMldeni, 10/2S/71) 

toqfvltv Pay 

(1) Anount ot LontevltjLSalarjr Incrienta 

Tht amount of tach lonievlty lalary Incranent ahall bt 
a one-step Increaie on the Staff pay ichtduU* 

(2) Effect i ve D^ te 

A loiiHi-vicy ^.lUry tncreitent shall he effective tht ft rat 
day of the first pav period follrwin^ coapletion of the 
ewpLwct**-; I0«h, Uth, and IHth yiMf of creditable acrvlca 

accurdltiK tu iiln annlwrs.iry date. 

O) Co5i»u t in^ CreJi t^U Service 

CreJllaMo service fur cuaput Ing eligibility for loQgtvlty 
salary imre«rnti» shall include all permanent and condi- 
tional «ij.loy«ent with MC. such service with MCPS at It 
cvrti!i«»d by ti.e MCPS Dep^rtMtnt ot Personnel, and auch 
service with t'-i* Montttv»mery Count v Goverrwtnt at it 
Lert»»itJ \ y rtu* (ouniy Persoiinei Officer at qualifying 
towanJ Ii'n,»,evit'. under the Count v Portonnel regulationt. 
Crifdita^lr HC service shall alto include all authoriatd 
leave with pay, authorized leave without pay for allitary 
service ur selt -laproveaent > the period of tttiporary taploy- 
■lent, and the t iBe a pcrsanent taployte It on approvtd 
ditability leave, '.n cowputlng tlic tua tor tach ttrvlct, 
no ciedit shall be Riven for any month In which an taployM 
vat e«ployed fewer than IS calendar dayt. 

Creditable Service for non-ttaff tpploveet of MC ■ ■■itn«d to 
a ttaff petition 

Whenever a non-tta5f caployee of MC It appointto to a ttaff 
petition, he ^hall be granted creditable ttrvlct for the 
purpote of computing longevity at a ptrmantnt or conditional 
ttaff employee for all perlodt of full-tint cmployMnt by MC, 

Ni£ht Shift Differential Pav 

All staft employees who are employed to work regularly Bore 
than 2^ hours per week and who are required to work between 
the hours uf 10:00 p.m. and b!30 a.n. shall receive a prenlun 
of 25c P«^r hour for all hours actually worked during that 
period of time. No shift differential shall apply for lest 
than one full hour worked during that period. (Approved by 
the Board of Trustee**, September 25, 1972) 



(l) gll g lblUtv for NUht ^hift Differential Fjy 



All »caft' ewployees who are eaploytd to work regularly 
more Chan 2^ hour* per week and who are required to work 
one or more hour* during the night thlft ihall be ellglbl* 
to receive the Night Shift Dlfftrtntlal Pay prealua. 

(2) Autiroval for Nlaht Sh ift Diff»rfntlal Pay 

Approval mu»t be obtained fro« the Pertonnel Offlct bcfort 
«t4tf employee* are either permanently or temporarily 
assigned to the night »hlft. Such approval shall be r*- 
que*tt;d in writing by the *:;>proprlatt supervisor (or adain* 
Utrator) and shall identify the positions to he assigned 
to the night shift by position nuaib«r, and shall be valid 
lor an indetinitc period of tlae In the case of permanent 
assignment and for a specified period of time In cht cast 
of temporary assignownt. In exceptional or etaargtncy 
circumstances where it U Impossible to obtain such prior 
approval, approval after the fact oust be obtained at the 
first available opportunity. 

(3) Reporting Hours Wo rked on the Nl^t Shift 

Supervisors of employees assigned to the night shift are 
responsible for maintaining adequate docuawntacion of all 
the hours worketl by such employees and for accurately 
rcp(»rting such hours of work for pay purpose*. 

(4) Titm- ot Imolenentation 

ImpU-mentatlon of Night Shift Differential Pay Is 
authorized for July l» 1973, or sooner, If funds 
should bocomi* available for this purpose during FY1973. 
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^•^^ AFFIRMATIVE ACTION AMD WQN^DISCIIHINATIOH POLICY 

4.141 POLICY (Approved by the BoaVd of Trutteet, May 21, 1974) 

Montgomery CoMnunity College It an E^al Opportunity Ei^>loyer and at 
•uch does not dltcrlmlnate In any of Itt pertonnel pollclet or 
proceduret against any employee, or applicant for employment, on the 
batit of age, tex, race, color, rellglout belief or national origin. 
Montgomery Cocwunity College It conltted to undertaking conscious, 
deliberate action detlgned to atture equal opportunity for mil 
employees and to make additional efforts to recruit, employ, and 
promote members of diverse groups as well as groups formerly under- 
represented at the various levels of responsibility who are qualified 
or who may become qualified through ai proprlate training or 
experience. It is the goal of the College to encourage all employees 
to realize their fullest potential, to assist them to function vre 
effectively, and to reach levels of performance covensurate with 
their abilities and ambitions. 



4.142 PROCEDURE 



Any person having information concerning a violation of this policy 
shall file sciid information in writing with the President. Upon 
receipt of said Information, the President s!iall cause an investi- 
gation to be conducted to determine whether the non-discrimination 
policy has been violated. If the President determines there hat 
been a violation of this policy, he shall take whatever remedial 
action he nay deem necessary and appropriate. 

^•16 LKPLOYMEXT PRQCEDURKS 

4.161 POLICY 



The President shall make provision for the receipt of applications 
on a non-discriminatory basis and shall establish an eligibility 
file. He shall recosnend the best qualified applicants for appoint- 
ment by the Board. 



4.162 PROCEDURE 
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a. Method of Application 

Each applicant shall tubmlt an approved application form to the 
Director of Pertonnel. Although a vacancy mmy not exist, an 

i*u?fJ°" alao^accepted for the purpose of establishing an 
eligibility file. Applications and related material shall be 
considered the property of Montgomery College. 

b. References 

Mferences ar. required to deter-lne ch. reputation, competence, 
hon.ity. stability, and dependability of e«ch applicant. The 
Director of Personnel may recoMend disqualification of an 
Individual before or after appolntxnt who does not possess a 
satisfactory record. 
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Mr«Minel fll« of ««cK i^loyt.. Ho .^loyet ihould 
KJirTto «rk b.for. r.c.lvini hi. i***"^^^^^"^^"/"**' 
teploytM who rMlgn aM.t r.turn thtlr Identification 
card to tht Dlr.ctor of Ptr.onnel. The fln.l eeUry 
check will be withheld until the cerd le recel'/ed, 

d. Mvlew of ApDiicetlone 

Eech eppllcerion eh.U be reviewed by the ^J^^'^'J.f,^,, , 
pjreonnel end . decUion will be wde reg.rdlng ellglMlity 
for employment. 

e. Ceueei for Rejection of en Apoltcfnt for Eaployent 

Any of the followinG W be deened eufficient ceuse for 
rejection of an epplicunt for eaploywent; 

(1) Uck of epecifled «ini«b« quelif Icatlon requireaente. 

(2) Making falae or incomplete statement on the application, 

(3) Uck of phyelcal, mental, or personal requlsltea deemed 
necessary for the effective performance of the duties 
and responaibilitieft of a poaition, 

(A) XUegal uae of narcotica or the exceaalve use of alcoholic 
beverages. 

(5) Civl^ or criminal record, 

(6) Rtcord of dlamisaal or resignation not in good standing 
from the MCPS or *?C. 

(7) Di-c'arfrge or release from the military service under 
condltiotia other than honorable. 

(g) failure to make mM complete application on standard 
application form. 

(9) Such other cauaaa an^ reaaona as deemed sufficient by 
the President* 



ERLC 



. 1^ - 



Itiutlfcr Appotntaents 



Kegular appulntmenct» as contrasted to trainee status appoint- 
■•nta, Involve applicants who arc* considered fully qualified 
for the position for which they «ire applying. Regular appoint- 
ments involve permanent, conditional, or temporary enployeen. 
Employees appointed will be placed on the salary schedule 
In accordance with the responsibilities of the job to which 
they are being appointed and their own abilities. 

(1) Ptrmaoeat or Camdit.loiul Employets 

The Director of Personnel shall recoamend the best auallflad 
applicant to tht President for appointment by the ioard 
to a permanent or conditional position. More tlian one 
person may bt appointed to a position; however, tht total 
number vi hours may not exceed the number established for 
the position. Part- tine employment may be rescinded when- 
ever a full-time qualified applicant is available for 
appointment to the position on a full-time year-round or 
academic year basis. 

(2) Tmmgorary Kmployeea 

An applicant may be assigned, as a temporary wploytt, 

to a temporary position or to a permanent or conditiofial 
potition when the position cannot be filled by a permanent 
or conditional emplryee, or if the position is temporarily 
vacated by an aut hurl zed absence. Other persons working 
under special Soard projects tot which nonles but not 
positions were all(»cated are also considered to be tcmp'^rary 
employees, 

(3) Substitute Employees 



Substitute employees are assigned according to the natds 
of MC. They are paid for hours worked but are not tllglble 
for other onployee benefits. 

Trainee Status Appointments 

Whan it 1« considered in tht best interest of MC» a permantnt 
position may be filled hy an applicant who does not possess 
all of the qualil ications as described in the class specifi- 
cation. An individual so appointed will be idtntlfied as 
bting in a trainee status. He will hold a traitre status 
appointment until ht has satisfactorily compltted a prescribtd 
training program and It has been determined by the appropriate 
official and the Director of Personnel that he meeta the qualifi- 
cations described in the cUss specification. The length and 
content of the training program will *)e determined at tht 
timt of appolntnent. Alterations in the training program 
must bt approved by the Oirtctcr of Personnel. 

(1) Trainee Appointments 

A trainee appointee wlU have tU tht rlghtt and prlvUtgtt 
of other staff personnel except that he shall not hold 
ptmtntnt status while a trtlnee* 



(2) SalTV Aaalintnt ot Tr>ln«M •nd icn |th of Tflnlna Proiraa 

Th« length of the tralnlnii period and the pay trade to 
which the trainee ia assigned will depend on the nature 
of the lob and the degrcr training and Job experle-ce 
that the applicant poaseasea at the ti«e of e»ploy«anl. 

(3) Ptmaotttt Appolnt—ttt 

Upon aatlafmctory ccplatlon of the training pro- 
grm. tha inc»rtt«t will be granted a regular appoint- 
ment to a permanent position. He shall then serve 
the nor«il probstlonary period required end upon 
successful completion will hold permanent statue. 

(4) Early Promotion 

In Inatancaa of esctptionally rapid growth in compe- 
tence, a trainee -ay become eligible for promotion 
prior to the completion of hie training program. 
For pertinent procedurea refer to Section 4.283c. 

4.18 PHYSICAL .E)U MLNAT1MS 

4,181 POLICY 

Eech parson appointed to a poaltion ia to be free from dleebling 
•ILments or defects which would dlsquslify him for the position 
for which he Is applying and must be of sufficient health and 
vigor to ptr^o.m the duties and responeibllltUs of the position 
to which he Is appointed. The President shsU determine the 
heslth and phyHlcil requlreoenta for applicants and employees 
In each clas^^lt Icatlon. 

UASl PHOCBOURK 

a. All employees are required to submit certsln evidence of 
freedom from Active tuberculosis* See parsgrsph 7.90 for 
details. 8l_' 

^* Whsnsver It appeara that an MC employee haa a phyalcal or 
mental condition which adveraaly affacta hla competence or 
the well-being of either the public or other employees, or 
causes him to be ahaent exceaalvely, the Director of Personnel 
sey require him to discontinue work iSMdlately or to be 
examined by the County Heslth Officer or a duly licenaed 
physician, who ahall report his findlnga to the Dean of 
Administration. An employee who la required to dlacoctinue 
work aay not return to work until authorised by the Director 
of Personnel. The status of auch employee during this 
period ahall be determined by the Director of Personnel. 
(Revised by President 10/25/71) 



(,.20 rXA»<tNATIOW, RATINGS, AWD ELIGIBLE LISTS 
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4.201 



lOilCT 



Th« Troldant ahall aatabllah • coMprahanalva pro tram of cxMlnationa 
for all ¥C atcff fwaltlona and procaduraa for the Implanantation of 
aueh protraa. Entrance and promotional uMinationa ahall be com- 
p«tltlv«, fr«a, and opan to til allglbia p«raona. 

4.202 noCDUU 

«. lailMtlon Proiraa 

(1) Compoaitlott of EiMilnation 

The Director of FaraonntI ahall datanilnc the caapoal«- 
tlon and acop« of all tx«alnatlona with th« approval 
of tha Daan of Atelnlatratlon and aftar conaultatlon 
with tha appropriate offlclala to dataralna tha contant* 
concapta» and atandard*. Exaalnatlona nay conslat of 
oraI» vrlttan» and/or job parformancc tcata or any 
othar aJtMlnatloo Mthod dtMad nacaaaary to datcrmlna 
the raletlve ebliitlee of the esealncce to perforn 
the dutlee ead reeponalbllltlae of the poeltlon for 
which the exealnatlon la being given. 



(?) Exaalnetlon Schedulee 

Cxaalnatlona ahell be conducted on a continuous baele. 
Appliranta or wployeee may be given exaalnatlone 

Indlvlduelly or In groupe. 

(3) Safemardlng Confldentlel Content of Ek— laetlons 

The Director of Peraoonel ehell teke reeeoneble prcceutlone 
to eefeguerd the content of exaalnetlone. Inforsatlon 
therein say not be releeeed without epeclflc authorUatlon 
of the Preeldent. 

(4) Invelldetli^ Ixaalnetlone 

The Director of ?eraonneI My Invalidate en eaaalnetlon, 
m whole or in part, at eny tlae. If he det«r«lnee 
thet there hee been eny irregulerlty In eny pheee of the 
exMlnetlon proceee. Thie ection nay dlequellfy the 
exMlnee. 

UtlBg Exaalneee 

A niAerlcel retlng gyetea or other epproprlete retlng eyetea 
say be ueed to rete exaalneee. 

c. IlUtblllty Filet 

(1) Eetcbllehatnt of Illalblllty Fllee . 
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Ratings of exaaineifs who pass exanlnatlons for a 
poHition shall be placed In the eliKtbillty files 
eatabllshed for thit posltiLm. Eligibility files 
shall be ■alntalned by the Director cif Personnel 
reflect accurately the employee's relative standing. 
All lists shall be considered the property i»t 
Montgomery College. 

(2) Du ration of Eligibility Files 

Names remain fn the eligibility files lor a j>erli>d 
ot one year. However, because of unusual clrcum- 
stanceH, eligibility files may be abolished prior 
to or extended beyond tha^ date hy the DlivCtor 
of Personnel. 

(3) U se of Kli g lbllUy Fil es 

'.>rhenever an existing position becomes vacant, the 
Director of Personnel shall assign the best quali- 
fied elii^ible applicant to the position. 



U,22i POLICY 

The President shall establish employee performance evaluation 
procedures. The purpose of performance evaluations shall be 
to stimulate Improvement of onployee services and the ratings 
shall be a determining factor In personnel actions. 



4.222 PURPOSE OF EVUUATION CONFERENCE 

An evaluation conference shall be neld annually, or more frequently 
if needed, ti» provide tnntivatlon for selt Improvement, thereby 
gaining greater effectiveness of the employee's service. In addi- 
tion, the rattng.«* of the performance evaluation shall be used 
In CMnslJerin^; employee salnry increment, promotion, demotion, 
transfer, dismissal, and advancement wUhin grade as well as for 
other appropriate action. 



.'♦.22i NOTIFICATION 

The Director of Personnel will notify the employee's supervisor 
of the required evaluation conference to be scheduled. The 
notification will Indicate the purpose of the evaluation, i.e.* 
permanent status, annual performance. 



4.2v'i» PRE-EVALUATION CONFERENCE 




At the beginning of the e^riployee's scrvKe, rh»» imnpdlnte 
pupMrvisur should hojd a conference to orient the employee 
to his new work assignment and explain when, how, and why 
the e«ployce will he evaluated. Standards of work and 
personal traits as related to work should be used as a 
basis for discussion. The current position description 
should serve as a guideline throughout such a conference. 
(Approved by Supporting Services Review Board A/15/71) 
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b. Uhan thtre la tvidenca th«t the Mployee will need to 
laprovc befora he it given peraanent statuti before ■ 
•alary IncrMcnt will be recoonended« or before other 
action will ba taktn» aore than one pre-cvaluatlon 
confaranca auaC ba hald. The aupervlsor should sake 
a writ tan record of the conference and a copy should 
ba given to the aaployee* In all such cases, a pre- 
avaluation conferaact shall be held at least three 
•ontha before a final detervlnation must be aade 
coocarning an caiployee's status or eligibility for 
a aalary iocrcaent. At that tiae an eaployee shall 
be given apacific auggaaty^gns for continued iaprovea<)nt. 

4.22) EVALUATION CONrtREMCE 

a. Evaluation confarencaa should be scheduled so that the 
aaployee will ba given sufficient notice of the appointed 
tiM. The eaployee and the Innedlate supervisor will 
participate in the avaluation conference. 

b. The avaluatora should take this opportunity to dlacuss 
areaa of atrangtha and needed iaproveaents. and to identify 
changRS that aay need to be aade In the employee's posl> 
tion description. (Approved by Supporting Services Review 
Board. April IS. 1971) 

c< The avaluatora shall aake conBents and recooaiendations 
and shall be reaponsible for obtaining the signature of 
the aaployac. If the eaployee does not concur with any 
part of the evaluation, he aay attach his cooaenta to the 
evaluation fora. 

d. Peraonnel action requiring an evaluation aay be deteralned 
by tha report of the laat evaluation conference if one was 
held within thraa aontha of the date of the propoaed action. 
In auch caae^ only tha recoaaendatlon section of the 
evaluation fora which was forwarded by the Director of 
Peraonnel Vill be coaplatad. The signature of the eaployev 
and the avaluationa ara required. 

a. Tha appropriata canpua dean will review and algn evalua- 
tions for aaployaaa aaalgnad to his caapus. The Dean 
of Adainiatration will review and sign evaluationa 
for aaployaaa aaaignad to the cantral adalniatrativa 
ataff. 

A. 24 PIOIATIOM AMD PEtMAMPff STATUS 

4.241 POLICY 

The Praaldent shall aake provisions that allow an eaployee to 
attain paraanent atatua after deaonstrating coapetency. 
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4.242 



PROBATION 



a. Unath of Probationary Period 

Tht nomal probationary period shall be six aonths. Uhen 
tht Director of Personnel deemn it necessary, he aay assign 
longtr probationary periods. (Approved by President » 10/25/71) 

b . Misctllantous Provisions 

A probationary saployee filling a pervanent or conditional 
position shall becoac eligible fur consideration for ptr- 
■aiiMt status upon satisfactory completion of the probationary 
period. A probationary employee is subject to personnti 
action (i.e., transfer. lay*off. disaissal, and other personnel 
action). A probationary proaoied aaployce who has permantnt 
status in his foracr position nay be returned to his former 
status without the right of appeal. 

c . Exttnsion of Pro\atlonary Period for New or Proaotcd Baploytts 

If the appropriate official Is not satisfied that a probationary 
tfaploytes work record Is sufficiently satisfactory to warrant 
his reCoHundlng that the employee be granted permanent status, 
he may recosmiend cxtenitlon of that employee'ti probationary 
peiiod for a specified Period of time, not exceeding six months. 
This recoMiendation shall be In writing, shall be submitted to 
the Director of Personnel at least 13 days prior to the date the 
umployee is eligible for permanent status, and must contain the 
reasons for rpcommending the exti*nslon. After review and approval 
of the recoBn«»ndation by appropriate campus dean or the Dean of 
Administration, and the Director of Personnel, the employee shall 
be notified In writing of the extension of the probationary 
period in advance ot>the effective date of extension. 

d . Separation During Probationary Period oj New Employees 

(I) If at any time during a probationary period an 

appropriate official determines that a probationary 
employee's work record is unsatisfactory, he may 
recommend to the Director of Personnel that the employee 
be dismissed. Such rccunendation shall be in writing 
and must include the reasons for the recommendation, 
he shall so notify the employee in writing at least two 
weeks in advance of the effective date of dismissal* 
Such notification shall Inform the employee of the 
reasons for the dismissal and of his right to appeal. 
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(2) Th« MfloyM lAo hat bttn rtcooMndtd for diMlttal 
may appaal tha dacifion vlehln 5 daya of recclpl of 
•uch notlf lcatlon» othcrwiaa tha ditaisaal ahall ba- 
COM final. Sttch appeal ahall ba aadc in vrltlnt 

to tha Paraonoal Officar and ahall atata apeciflc 
raaaoaa why tha dlaalaaal action ahould ba reveraed. 
Tha Dlractor of Peraonnal ahall aubait the appeal 
alone with all other aatcriala pertinent to tha 
actioQ for diaaissal to the Dean of Adainiatratlon 
for raviav and final decialon. The appellant aay 
requaat a hearing by the Dean of Adainlatration. 
The decialon of the Dean of Adainlatration ahall 
be final and ha ahall notify the appellant of 
aueh declaion In writing within 10 daya of receipt 
or the appeal by the Director of Peraonnel. In 
the event of diaaiaaal the employee ahall receive 
auch notice two weeks in advance of the effective 
date of diasisaal. 

(3) In the event the Director of Personnel doca not approve 
the recoMendatlon for diaaisaal, the auperviaor 
racoHMnding dlaalsaal aay appeal the Matter to an 

ad hoc panel of three college caployeea to be appointed 
by the staff Review Board. 

Probationary Period of Promoted Perwanent-Status Permanent 
Employee a 

Upon aatlafactory completion of hia probationary period, a 
peimaaant-atatua pcrMnent employee may be awarded permanent 
atatua in the position to which he has been promoted. The 
a«M procedures provided for granting permanent status as 
a permanent employee shall be used. The effective date shall 
be the date on which a promoted employee satisfactorily 
complctss the probationary period. 

^* Probationary Period of Promoted Probationary-Status Employee 

A probationary*statua employee shall be required to serve 
at leaat a six*month probationary period in any permanent 
position to which he may be promoted. Such probationary 
period may run concurrently with his probationary period 
In the original position. 



4.243 POHAKntT STATUS 

gtfmctive Date of Parmanent Statua 

Thm affective date of permanent status shall be at the 
Mtisfactory completion of an employec'a probationary 
period. 

b. Special Credits 

A tmmiHirary employee filling a temporary or a permanent 
poaltlon and appointed to a permanent or conditional 
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pL'^itliMi wirh-'ut .1 hr»Mk In sorvitc shall lu- eiititU'*! 
to hi- tri'JiU'J with th.it amount si-tviei- rroilit 
tiiwatd luTinanent statui>. 



Transtor M a I'rohat ionary-St atus Permanent Kmployc* 

Kach pri'hat i»»nary-<latus piTnaiUMit onployof who is trans- 
UTTfJ trom oUf permanent position to another permanent 
position oi like respnnslhi 1 Ity shall retain the months 
he has satlstaLtorily served In his former position for 
credit towards earniuK periaanent status as a peraanent 
employee and tor the award ot a salary Incremifnt. If the 
prior' service haK not been sa t i st actory , he may be assigned 
a new pr.n>at i onary period and a new salary incr^-ment datt?. 



d. Kec'ommend ing Permanent St<*rus 



A permanent status rectjwendat Ion must be In writing and 
shall be submitted to the Director of Personnel at least 
15 days before the recomended effective date. Such 
reooiMiendatlon shall be sade by the appropriate official 
and shall contain a certification that the employee s 
work record Is at least satisfactory and a statement that 
the granting of permanent status Is reco«ended. 

STATUS OF INCUMBENT OF RECLASSIFIED POSITION 

The Incumhent of a reclassified position shall retain the 
status he has In that position at the ti«^ it is reclassified. 

4.245 TRANSFER OF A PERMANENT-STATUS PERMANENT EMPLOYEE 

Each permanent-status permanent employee who is transferred 
from one permanent position to another permanent position 
shall retain the months he has satisfactorily served in his 
iormer position for credit towards the award of a salary 
increment or longevity salary Increment. 

4.24b Loss OF PERMA:1E.NT STATUS 

Each staff employer who leaves the service of Montgomery College 
shall be considered a probationary employee when he is re- 
emp loyed. 

4.247 STATUS OF EMPLOYEE TRAJiSFERRlNG FROM ONE TYPE OF STAFF 
POSITION TO ANOTHER 

A permanent-status employee transferring fo a temporary position 
shall automatically forfeit his permanent status as an employee. 
A temporary employee transferring or being promoted as a pro- 
hat lonary employee to a permanent position shall he required to 
serve the probationary period of that position before he can 
become eliglhU* to earn permanent status, 
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4.248 



RKCKKDITINC; OF FuRMrK SKRVICF CRKDITS 



A tormer fmployoe, upon rt^appoiiitmpnt to a purmanont or condi- 
tional position in tlu. sami. classl i Icat Ion, nay be granted full 
credit t,>r ytMrs of avrvicv with MC In determining placemotu 
on the salary schfUulo, providet! ht* compU.tt.d Uvu or more 
yvHTu ot s.itistactory servi^v .,t MC and Is re-uaplovcd within 
three years ot the termination of his employment. 

4.26 HONORS ^N D AW/UU)S P RcXiRAMS 

U.Zbl POLICY 



The President shall provide for suitable programs to recognize 
employees who bring honor to MC or ti. tliemsolves as well as 
incentive progr.ims which recognize and encourage excellent 
pertornunce of duties. (See also Paragraph 7.13.) ^p. 70 7 

4.2b3 I^ROCKDURE FOR GRANTING OUTSTANDING SERVICE AWARD 

a. Eligibility 

An eniployee who performs the duties and responsibilities of 
his position in a sustained, outstanding aanner and whose 
work is continuously well above expectations shall be eligible 
to be considered for advancement one or more steps within 
his grade or for other awards. 



b . Awa rd s 



When an outstanding service increment award Is reconended* 
it shall be ordinarily limited to one step on the salary 
schedule and shall bo granted only in recognition of sus- 
tained outstanding service rendered MC. Other types of 
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outttanding ttrvice awards which may be granted Includje ^ 
ctrtificatci and/or cash. (See also paragraph 7,l3.)/j). 10 J 

c« Procedures for tecoMiending an Outstanding Service Award 

When an approprlile official believes that an eaploycc 
under his supervision has qualified for conHiderat ion 
for an outstanding service award, he way rccoMcnd the 
taployee for an award. The recoMnendation aust be in 
writing, «usC contain specific examples of the outstanding 
work, and Must be submitted to the Director of Personnel 
for transaitcal to the Staff Review Board. 

d« Staff Keview Board 

The Staff Review Board (see paragraph A.tl) shall review 
nooiinations and recoonend outstanding service or other 
incentive awards according to the information sub* 
aitted* Such awards (and reasons therefor) shall be 
nsde a part of the employee's personnel file. Nomina* 
tione for awards shall be reviewed in Jutv, November snO 
March, or more frequently, if needed* (Approved by 
President, 10/25/71) 

e« Procedure for Recognizing Acts of Uerulso 

in recognition of an exceptional act or an act of heroism, 
an employee will be honored in a public ctiemony. He ai^y 
be granted an advancement of one or more steps within his 
pay grade which will not affect the employee** Increment 
date, or he may be given a cash award. A lertificate 
recognizing the act of honor will also be .iwarded. 

f. Other Recognition 

Employees should report to the Director of Personnel any 
persons they consider worthy of recognition. The honor 
received will be publicised in appropriate MC publications. 

4.28 PERSONNEL ACTIONS 

4.261 POLICY 

The Board recognises the necesBity for certain personnel actions 
which support the principle of career employment. The President 
shall meke provisions and prescribe procedures for ttuch actions 
as transfer, promotion, demotion, resignation, retirement, reduc- 
tion in force, suspension, and dismissal. 

4. 2U2 TUNSPlvH PHOCEDUBES 

a. Definition 

Transfer Is the movement of an employee frora one position 
to another within the same classification. 
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b. 8f tm of Tr«Mftrrtd Eaplovtt 



An Mfloytt who seett alnlMM qualU Icatlont ctCabllth«d 
for A poaltion of thm nmrn claaaif Ication say be trana- 
ftrrad with or without hia conatnt. except that tranafer 
to a temporary poaltion r«*qulrea the cunac»nt of a penu- 
nant Mployee. A tranafer to <i penunent or conditional 
poaltion ahall not ch«inge the atatus (probatlonal or 
ptrvianent) which the nployet holda. 

c. llihta of Trapaftrr»d Probatlonary_^Statua Employee 

A probatlonaryacatua Mployee or a teaporary caployee 
ahall have no rlghta to hla forwer po(«ltlon it he faila 
to perf 'jrw satlafactcrily the dutlts and reaponalbll i t lea 
of his new poaltion or If he wlshea to be tranaferred back 
to hla foraer position. However, every effort will hv 
■ade for proper adjudication of the problen. 

d. Right a ot Tranaftrred Pcr»antnt-Statu» Kaployee 

A penuncnt-status caiployee. If he falla to perfora satis- 
factorily the duties anc responsibilities of the position 
to which he wait transft^rred (except for reasons of miscon- 
duct). «.iy be ptntlttcd to transfer back to his foraer 
position or coapaiable position If a vacancy cxIkIs. If 
no vacancy exists, every effort will be sade to place hln In 
his fonaer position or a comparable position when an 
opening occura. If he requests a hearing, the employee 
■ay not be separated from HC service prior to a hearing 
btfore the Dean of Adminlatration. (Approved by 

Prealdent. 10/25/71) 

4.283 PKdCEOUUS FOR PROHOTION 

a. Definitio n 

Promotion is the aoveaent of an enployee from one classi- 
fication to another cl-isslf tcatlon with Bore rosponnl- 
blllty at a higher pay grade. 

b. Promotional Policies and Procedures a nd Eligibility for 
Promotion 

Each aaployat who mettn the proaotlonal requlreaents cstab* 
Ushed by the President for a position may be deeipeJ trli>;ible 
for consideration for proaotlon. After the esiployoc files 
a prMotion request for review by the Director ot Personnel 
tha aaployee Is scheduled for a proiiotlonal examination - 
•Ither written* oral» or both. If the employee Is determined 
to be qualified, his application Is placed In the eligible 
file. As promotional vacancies occur, the best qualified 
promotional applicants will be referred from the eligible 
file. If the appropriate aupervlsor does not wish to 
saUct the referred sppllcant» he must submit In writing 
In datail. to the Director of Personnel, his reason(s) for re- 
jacting cha applicant. If sjtiafactory reaaons ler rejecting 
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art Mde» an additional proBotional referral aay be 
Md« by the Director of Personnel. 

ProMOtion of an'Incf bent in a Trainee Statu s 

In caact wticre an caployee who in not fully qualified for 
hit poaltlon In tcrva of education^ tralnini and experience, 
is occupying that position in a trainee status at a lower 
ftradc level than the established grade for the position* 
the caployet mmy be considered for pronotlon to that 
establishtd trade Itvel upon coapletion of at least one 
year's experience as a trainee in that position. In such 
cases the appropriate supervisor will be required to demon* 
strate to the Director of Personnel that the employee has been 
performing the tasks of the assigned position in a «ariner 
comparable to that of fully qualified incuabents of liku 
positions. A promotion under these circumstances which 
involves an advancement of more than three pay grades 
requires the approval of the Supporting Services Review 
Board. ^ 

Promotion of an Incumbent in a Position which has bee n 
Rec lassif ied 

An employee who is an incumbent In a position which has 
been reclassified shall be given first consideration for 
promotion to the reclassified position on a non-competi- 
tive basis. If the enployee does not cneet the new qualifi- 
cation requirements or does not otherwise qualify for pro- 
motion, the appropriate supervisor may recomaiend retention 
of the incumbent In the reclassified position in a trainee 
status or he may request that the employee be transferred 
to a different position. 

Sslary Step of a Promoted Employee 

An employee who is promoted from a lower grade to a higher 
grade ordinarily shall be placed on the lowest step thereof 
of the new grade paying a salary which is approximately 3 
percent greater than the salary ht is receiving at the time 
he is promoted. However » when there is an increase upon 
promotion of three or store pay grades, an employee sVill be 
placed on the -owest step of the new grade which will assure 
at I'^ast a 10 percent increase in pay. A placement which 
differs from this procedure requires the approval of the 
Dean cf Administration. (Revised by President, 10/25/71) 

Longevity Pay of a Promoted Employee 

Longevity pay shall not be used in determining the uasic 
salary step to which s promoted employee will be assigned. 
The longevity pay an caployee is receiving at the tine he 
is promoted will be adjusted to be effective on the same 
date the employee's proDotion is to be effective. 
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!• Effsctlvt Dt»» of Priwiotlona 



4.284 
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Tht tfftctlvt datt of any proaotlon atiAll bt tht datt 
on vhlch an Miploytc U aaalgned hia ntv poaltlon. 

PtOCEDURKS FOR OEHOTION AND VOLUNTARY REASSlGNKEirr 

a. Ptf Inltlon 

DaBotlon la tht novMMnt of tn aaployte from om gr«d« 
to a lower |r«d«. Tha purpoae of dtaotlon My bt to satch 
tht akllla and/or abllltlea of an taploytc with thoaa 
rtqulrtd by a cltaalf Icatlon, to provide plactatnt for tn 
taploytt whtn a poaltlon la being abollahed, or to provide 
dlaclpllnary action. 

b. toployeea Subject to Deaiotlon 

Any ffiployee who doea not aatUfactorlly ptrfora tht dutlta 
and rtaponaiblUtiea of hla poaltlon, who falla to obty 
duly authorised dlrectlona of hla aupervlaor* or who acta 
In a Banner deeacd not In the beat Intereat of MC aervlce 
shall be subject to demotion. 

c. Df otlon Procedures 

An appropriate official aayi when he conaldera auch action 
to be n«*cesaary, recoosend that an employee be demoted. 
Such deootion recowendatlon ahall be In writing, ahall 
atate the reaaona for such recoHiendatlon, and nuat be 
subBltted to and epproved by the Director of Peraonnel. 

d. notification of Dcaotlo n 

Any enployee who haa been deaoted ahall be notified in 
writing by the Director of Peraonnel et leeat two weakt In 
advance of the effective date. Such written notification 
shall state the reasons for the denotion. 

e. Appeals froa Deaotlon 

A peraanent-atatua permanent eaployee who has been deaoted 
•ust request a hearing before the Dean of Adalnlatratlon within 
five days of the receipt of the notification of the action; 
otherwise his demotion shall becoae final without action 
by the Dean of Administration. (Revised by Prealdtnt, 
10/25//1) 

f . Dfotlon of ProbttlonaryStttua Eaployte 

A probatlonary-atatus tnployee doea not have the right to 
appeal. A permanent eaployee who haa permanent atatua aa 
an employee but who Is In a probationary atatua in hla 
preaent poaltlon as a result of a promotion ahall be Informed 
In his notification of denotion that he doea not have the 
right to appeal If he is demoted to hla former position^ 
grade, and salary step. A permanent-statuA permanent 
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«iploye« whu in in probationary ftacut in hif prefvnt 
position at the rtault of promotion ahall have chc •mm 
appeal prlviUgc a ' a ptrmantnt-statua aBployee In that 

position if hl<- d*fiiotion would result in his being placed 
in a different type o5 position with a lower grade or 
aalary than the position he was filling at the cine he 
vaB uriginally promoted. 

g, Dtfcisiun on lX>rootion Appeals 

Whenever an employee appeals a deiwtioo, the Dean of Administrat ioo 
shall be informed of the reasons for the denotion by the Director of 
Personnel. The Dean of Administration shall grant a hearing on a\l 

demotion appeals, and his decision on dmnotion shall be final. 
(Revised by President 10/23/71) 

h. Procedures for Voluntary Reassignment to a Lower Grade 
Position 

An employee may be continued in his position without a 
reduction in salary* whenever it is reclassified to a 
lower grade. An employee may be reassigned with <3r 
without reduction in his salary whenever he requests a 
reassignment to another position ol a lower pay grade 
or whenever his position is abolished and there is no 
other vacant position in the same or higher grade for 
which he may be qualified. 

4.285 PROCEDURES FOR RESIGNATION 

a. Def inltion 

ResignatlOA is the separation of an employee from 
Hontgoncry College through the submittal of a notice 
that he wishes to resign. 

b. Resignation in Good Standing 

An employee who wishes to resign In g^cd standing shall 
give his Immediate supervisor and the Director of Personnel 
written notice at least two veeka prior to his last duty 
day. The Director of Personnel may agree to a shorter 
period of time in unusual clrciaotances. 

c. Status of Leave Credits on Resignation 

An employee who leaves Montgomery College receives 
termination pay as provided under procedures for 
diaposition of sick and annual leave credits. . 
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If Imatlon Not In Good Standing 



An «pIoy«e who does not aubalt hit resiinttlon In 
cowplUnce with the provlJiloni of these regulations or 
whose resignation is not approved in good standing shall 
bt considered as having resigned not In good standing . 

• designati on Without Notice and Not In Good Standing 

An Mployee who Is absent froa work for a period c three 
daya or aore without notifying hla iMedlate supervlaor. 
the Director of Personnel, or other appropriate official, 
of the jasona for his abaence ahall be considered as 
having realgn^d without notice and not In good standing, 
provided that the failure to contact the appropriate 
official was not caused by unavoidable clrcuMtances. 

The same rule shall apply when an eaployee fails to return 
to work within three days of the expiration of authorised 
leave. 

f • Penalty for Not R esigning in Good Standin g 

An employee who leaves the College's service without 
resigning in good standing say be deprived of the oppor- 
tunity to be considered eligible for reeaploynent and 
■sy be denied a satisfactory reference. 

*• Resignation Fom and Procedure 

An enployee who is resigning shall subvlt his reslgt.atlcn 
in writing as prescribed by the Director of Personnel, on 
the appropriate form. Realgnatlon notices should Include 
the date the resignation la subaitted, the effective date 
of the resignation, and the reason for resigning. 

h. Reeaploywent Recottwendat ion of Appropriate Officials 

The appropriate official shall indicate hla approval or 
disapproval of reeaployvent of a resigning employee* The 
resignation notice shall then be forwarded to the Director 
of Personnel* 

i. RLjjuest for Review of Resignation Not in Good Standing 

A permanent-status employee whose resignation ha« not been 
acceptsd In good standinR nay request an appeal thereon be- 
fore the Dean of Administration. Such request for an appeal 
oust be subnitted within five days of receipt of notification 
of the acceptance of his resignation not In good standing. 
«nd It shall contain the reasons why the employee believes 
his resignation should have been accepted In good standing. 
Resignations not appealed within five days shall becoae 
final without action of the Dean of Administration* 
(Revised by President, 10/25/71) 



4.286 



RETItEHEKT 



«• All itaff employee! covered under the Maryland State 
Teacheri' Retirement Sy»tefn, Employeei' Retirement 
Syitem of the State of Maryland, and/or the Montgomery 
Coflfniinlty College Retirement Plan, whall be elUlble 
for retirement when they have fulftlled the requirements 
for retirrtaent as specified by the appropriate retirement 
plan. The Board, upon rectTmmendatlon of the Prealdent, 
•hall act upon request for retirement* 

b. All permanent-itatui staff employee! not covered under 
the Maryland State Teachers* Retirement Syitem or the 
Employees Retirement Syitem of the State of Maryland, 
and/or the Montgomery Cownunity College Rotiremont 
Plan, but who would otherwise meet the roqulrement» 
for retirement may request retirement from Montgomery 
College. The Employee! Insurance Benefit Plan provides 
certain benefits to employees who retire. The Hoard, 
upon reconmendation of the President, shall act upon 
requests for retirement. 

c. All retired etnployeett are eligible to continue memberihlp 
In the Employee Benefit Plan. 

4.287 REDUCTION IN FORCE 

a. Def ini t ion 

Termination of the employment of a Montgomery College 
onployee may be made when, becauie of a change In dutlei 
or organization, lack of work or lack of fundi. It become* 
neceiiary to reduce the ntjnber of positions temporarily 
or to abolish positions. 

b. Procedur_e 

(1) The Director of Personnel ihall recommend any required 
reduction In force and report the neceiilty for ttrmlna- 
tlon of employee! and the reasoni therefor to the 
President through the Dean of Administration, (Revised 
by President 10/25/71) 

(2) If tl\e President approves this reconmendatlon, the 
Director of Personnel shall notify the employee(s) by 
letter, stating the reasons for the reduction In force 
and Indicating the opportunity for reemployment. Each 
employee so terminated shall be given as much advance 
notice as possible and in no event, less than two weeks, 
(Approved by Supporting Services Review Board, April 15, 
I97i: ^^evlsed by President 10/25/71) 

(3) Method of Determining Employees to be Terminated as • 
result of Reduction in Force 

Although work records ar.d length of service may be 
considered by the President In determining 
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which 4»ployee(s) a^dW be terainated because of 
reduction in force, the chief basis of the decision 
shall bif t\w rel.it ivc competence of the employees 
tor the Job th«it remains. Thus, in choosing be- 
tween two omplovcoH, the empluyt'c more competent 
for the job that rt*mains shall be retained. 

4.288 SUSPENSION i 

a. Dtff in ltj_on 

Suspension is the temporary removal uC an <jmp]oyee from 
the MC service, A suspended employee shall not receive 
pay, nor shall he be permitted to use or to accrue any 
privileges or benefits during the suspension period. 

b. Dap loye e s Subje t _t o ^BV " j^j- 

An employee may be suspended by the Director of Personnel 
without pay for reasons of investigation, misconduct, 
negligence, inefficiency, insubordination, disloyalty, 
relocated unauthorised absences, or other offenses, when 
alteir^'^tive personnel actions, (demotion, dismissal, etc.) 
would not be appropriate. The Dean of Administration is 
the appellate authority in such oases. (Revised by 
President 10/25/71) 

c • Procedure 

(I) The Director ot Personnel may suspend an employee 
tor purposes of Investigation at any time. Such 
suspension notice shall be in writing to the 
employee and shall contain the effective date of 
suspension. (Revised by President, lO/;!5/71) 



(2) Status o f an fcixonerated ^'"l>l<-^y jt^JiJl_thc' P er iod 
he was Suspende d Duri ng an Investigation 

Whenever an employee is suspended during an 
investigation and sucli employee Is subsequently 
"exonerated,** he shall be reinstated without 
loss of pay and benefits. 

(3) S tatus of Employee Found "Not Guilty" for the 
Period he was Su^ended Pending a Cou r t^ Decis ion 

Whenever an employee Is suspended pending a Court 
decision and such employee is subsequently found 
"Not Guilty, he may he reinstated without loss 
of t>ay and other benefits. 

4.289 DISMISSAL 

a . E mployee s S ubject to Di smissal 

Any employee may be dismissed for cause when alternative 
personnel actions woul. not be sufficient. 




BEST COPY AVAILABLE 

C4U8t8 for Dismissa l 



Any one of the foUowIin; stiall hv dvcrnvd ijuttUient 
cause for dismissal, thouith dismissal nuy bo t\»r 
causes other than those enumerated: 

(1) That thi; empl.wtf bv int ompi'tciit or iiultuloul 
In the pertormanco i>t his dutit's. 

(2) That t\\v eniplc»vi'o Mas bf»n wuntonlv v..jrfh-^s I'f 
lU'ilist'nt in tiu p*»ri\»rm.ii:C».- «^ t dutv. 

(3) I'hat t!u' inpl.»yi't' has hvfv. ofr^-nsive v't lirutal 
in hin t rf.it:i.fnt »l stuiu-n's, U'lh'W eitip loy^-t-s 

(4) That the eni{«U>/t^- liarf s^mt- pfimanenl k^v *.uronl^- 
physical .»r Hfiital ailKi-nt or defect that inca- 
p.icltates fntn t.>t the propf! p^-rl frm.ii.C^ « • bi>i 
dudes . 

ib) lhal the tiiplrvee 'las i 'I%tea elflciat rev.u- 
iatiiMi ri'.ei ot the t'.oar^ or t i-Ud t« •b* v 
rt.as..na^^U iirettions ti-tn i" .if^r#fri»(e 
ot?l^. i .ji v'tef* >ui ti vi lati^ i^ mt faifur% t« '»^ey 
ainmint^ t^- insub.»rdtnar i.-n < i svri 'as brctch '^'t 
.lis«ipltne w' i'h 'lav reas.'-iablv be ixpeCtao to 
result in lo-- QT injury to thi ii.^.ird I'r to the 
publ ir . 

(6) That the »'tr.pl*vee 1ms taker f^r personal use a 
fee, >iitt. or Other vaUjal>lo in the ci'urse ot 
his wi»tk t.»r MC »r in Lomiei t ion with it w!ien 
such is itiven him bv any lersc.n in the hope 

or expectation ot reiei^in*; preterentl.il treat- 
ment . 

(7) That the employee has engaged in tne illegal use 
of narcotics, has reported to wi»rk under tlie 
influence of alcohol, or iias imbibed after reporting 
to work. 

(8) That the reputation of Mt hau been prejudiced by 
an employee's conduct of his personal affairs, 
as by his failure to pay Just debts or to main- 
tain coBoon ethical and moral standards. 

(9) That the employee has been ctnvicted of a criminal 
offense or of a misdemeanor Involving moral 
turpitude* 

(10) That the employee through negligence or willful 
conduct ha::, caused damage t:^ public property »r 
wastvof public supplies. 
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(XI) ThAt the Mploycc has hm%n guilty of ualngt 
ehrcatvQlng to us«. or aCCMpCint to uaa 
unethical prcaaurc on any MMhar of the Board 
or any «Mployee of MC in aacuring proMotion. 
tranafar, leave of abaencai incraaaed pay, or 
othar favora. 

(X2) That the employee is a aubvaraiva paraon or 

•cMbar of a subveraive group aa defined by lav. 

(13) That the Miployaa faila to coaply with the MC 
health regulatlona* 

c. DiiMiaaal Procadure a 

Am appropriata official tey racoMtnd to the Director 
of FaraofiMl that an iMpIoyae ba dissiaaad whan auch 
action ia deeaad to ba nacaaaary by virtu« of one or 
■ora of the cauaaa for diaaiaaal aa aat forth in para- 
graph b. IflMdiataly preceding. A diaaiaaal recoModa*- 
tiooi ahall ba in writingi ahall atata tha reaaon(a) for 
•ueh racoaaiendationi ahall bear tha endorataent of ths 
appropriate caapua daan or central office deani and auat 
ba aubaittad to tha Director of Paraonnel for review* If 
th< Director of Paraonnel dacidea upon diaaiaaal, he 
notifiaa the eaployae of tha affective date of dianiaaal 
aad hie right to appeal* (See aubparagraph e below) If 
the Director of Personnel dacidea that diniaaal ia not 
warranted, he aay take whatever alternative action he davu 
•oat appropriate for the beat intareat of the College, 
(tawiaed by Praaidant. 10/25/71) 

4. , Notification of Diimiasal 

An employee who ia to be diaaiaaed ahall be ao notified 
in writing by tha Director of Paraonnel Such written 
notification shall atate the reaaonCs) tor the diaaiaaal« 
and ahall be given to the affected caployee at least 
two weeks In advance of the affective date of dlsalaaal. 
(Raviaed by Preaident, 10/25/71) 

a* Appaal froa Disaiaaal 

A paraanent or conditional eaployaa who haa received 
notification of disaisaal aay appeal tha declaion within 
five days ot receipt of the notification of diwiaaal 
action, otharwiae diaaiaaal ahall bacoaa final. Such 
appeal aust ba aada in writing to tha Director of Pareoaaal 
and ahall state specific rsaaona why tha ditmiaaal action 
ahould be reveratd. The Director of Paraonnel ahall aubait 
tha appeal along -^ith «11 other aatariala pertinent to 
tha diMiaaal action to an Appaala Panel coaposed of 
two daana and a aaibar of tha staff Senate* 
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Hone of these three panel members shall bt- trom within 
the sajrie organizational unit as the appellant .»nd th»y 
shall be electe«J by the Senate to servo on tliis panel. 
The Appeals Panel shall lie.ir the appellant's cjse, 
conduct whatever inveit igat i»»n It deisms nece:;sary, 
and make its reconnendat ion to the iVan ol Admiriistr.it iun. 
If Its conclusion is not unanimoiiji , a minority ^.tatiHiMU 
shall i'lso be submitted to tho Dean. fh»* IK^ui's duct- 
sion shall be final and he shall nntity the appilUnt ot 
his decision in writing. Ttie appL'll.int shall ricoiv* 
such ni'tice twt^ weeks in advance ot thr ettettive dale 
of such disiiissal . 



4.30 GR IEVANCES 
4,301 POLICY 




A unifona procedure wiil be established for expeditiously 
handling gr evances of all personnel employed by the Board. 
Every effort should be made to settle such matters in the 
normal system of supervision and administration. An aggrieved 
person may lontact other designated Individuals for advicf 
and asslstaui'c and may petition a grlevarxc review without 
penalty or being placed In jeopardy for this action. Ri-Vit-ws 
will be coniiucted by MC employees especially i liosen lor t'lis 
purp(>se. Rip'-'rta and reconaaendat i.^ns will he madu ti' the 
President. 



4.302 PROCEOURK 



In the event that an employee feels he has a grievance, 
he ahoui'l contact his Immediate supervisor or adminis- 
trator or a higher level supervisor or administrator 
in the nomal channels of supervision and administra- 
tion. W enever It is possible to reach a satisfactory 
solution through this means, this procedure should be 
tol lowed. 

An emp'.oyee who feels he has a grievance may, at any 
time, contact other employees of MC for advice and 
assistance. 

If the ea^ployee feels a satisfactory solution cannot 
be or hab not been reached, the aggrieved employee 
or his representative will contact the Director of 
Personnel to request a grievance review. These proc^'dure^ 
are to b- discussed and accepted in writing by the 
aggrieved and the statement becomes i» part of the formal 
record. The review will be conducted by a special 
cowilttee of five MC employees. 

<1) The panel of five shall consist of two people 

st'lected by the Director of Personnel, and three 
repretentitives selected by the aggrieved. The 
clerk of the Director of Pers(»nnel will be charged 
with ths responsibility of convening the coo^ltteo. 
keeping tht records, and presiding until a chair- 
man is tlected. 
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All Mtt«rf pertaining to a hearlnt thall b« 
considered strictly confidential* 

fonul racorda are to be kept on any and all 
proceadinga of the coaailttee and are to be 
Maintained in the aggrieved individual's 
personnel records — such records to be 
classified confidential. 

Tha coaaittae of five will be called to convene 
for hearing the aggrieved'a siaaary presenta- 
tion of his own case no later than three weeks 
after referral to the Director of Fersomtel* 

This preliBinary hearing will be reatrUted to 
the aggrieved *s oral suaaary of his case and 
presentation of any aaterlals he wishes to 8ub-> 
■it In support of his case. If the grievance 
h.is been filed against an individual(s) , a 
written suanary of the charges contained in the 
grievance will be subaltted to the indlvldual(s) 
by the Chalraan of the coaailttee of five. Within 
10 days after receipt of the written stateaent, 
the Individual(s) shall appear to discuss the 
charges with the cosnlttee of five at either the 
coHilttee's request or the Individual's request. 

The coOBittec of five shall have authority to 
request individuals for testimony, to review 
records (provided such personnel records are not 
classified confidential), and to secure relevant 
d.ita froB the Director of Personnel. No record 
nay be used in the final deterwinat^on of the 
case by the coonlttee unless it has been presented 
to the aggrieved and to the coaaittec of five. 

Relevant datat record<;« or documents should be 
made available for review by conialttee neabers 
at the beginning of each subsequent hearing. 

The LToanlttee of five Is to function as a unit 
in conducting necessary investigations. An 
aggrieved eBployee, as well as principals in the 
case, shall have no cnnununicat Ions with individual 
coflnittee Bembers prior to prelininary hearing 
or during subsequent steps connittee pro- 
cedure and should be so advised. 

Veporta and reco«ientlatlons are to be forwarded to the 
Director of Personnel in writing for appropriate action 
except in those cases where the Director of Personnel Is 
the person against whom the grievance Is filed. In such 
cases, the reports and recoBSiendat ions should be for- 
warded in writing; to the Dean of Administration for 
appropriate action with one copy to be sent to the 
Director of Personnel. These reports must be signed in 
fiu.ll form by the aggrieved and by each mMber of the 
committee. If there are dissenting opinions, a minority 
report must also be made. 



(10) One copy of the recooacndatlon U to be fomarded 
to each of the following: 

(a) The aggrieved 

(b) Tht' individual (a) against whon the grievance 
v«i filed 

d. Any employee who has followed one or more of the above procedures 
and whose grievance rcaalna unresolved may suike a tinal appeal 
to the President . 

^ j5 COWFtlCT OF INTEREST 

The policies of the board of Trustees governing conflict of interest 
are applicable to all caployeea^of the College. These policiea are 
en\aerated in paragraph 3.28. /p. J 

4. AO LEAVE (Approved by the Board of Trustues, June 4^ 1973) 
tii Genera 1 

Thu leave described in paragraphs A.Al through 4.53 pertains to meabera 
of the Staff. The various types of leave to which these employees are 
entitled are: holiday leave, annual leave, aick leave, administrative 
leave, leave without pay, and special leave with pay for such reaaons 
as bereavement, court «ervice, annual military training, diaabilicy, 
seU- improvement , while attending professional meetings and extended 
administrative leave. 

b. Ucf Init ions 

(1) Pay period --a period of two weeks* 

(2) ADE a dace of employment which has been moved backward in time 
for the purpose of granting credit for previous service with the 
College, Montgomery County Public Schools and the Montgomery County 
Government; or which has been moved forward in time to allow for 
excluded periods of service* (See 4*421 c*) 

4.41 HOLIDAY LEAVE 
4.411 POLICY 

Mi-mburs of tho Staff are authorized paid leave on official holidays when 
such holidays fall on days on which they are regularly scheduled to work. 
Such leave is referred to as •'holiday leave". Official holidays are 
those days Jesignated each year In the College calendar on which the 
rullege U ted as beinK closed, including the Saturdays and Sundays 
«o listt'd. 

♦ .41.' PKOrElH'KK 

a. Eligibility 

Each employee who is assigned to a permaner.L, conditional, or temporary 
position and who works a regularly scheduled 20 hours per week or more 
Is eligible to be granted paid holiday leave* Temporary employees not 
assigned to established positions (authorized in accordance with 
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Section 4*09) are not eligible for paid holiday leave. 



b» Work on Ho li days 

An eaployee may be required to work on an official holiday if a 
determination is. made that certain College service's must be main* 
tained* The President or the appropriate Campus Dean or Dean of 
Education or Dean of Administration shall determine which College 
services must be maintained and each department head concerned 
shall determine which employees work and which employees do not 
work on the holiday involved* 

c. Pay for Work on a Holiday 

An eligible employee who is required to work on an official 
holiday shall be paid (in addition to pay for his regular holiday 
leave) at one and one-half times his regular rate of pay for each 
hour of work performed on such holidayi or a total of two and 
one*half times base pay* 

d* When an Official Holiday Falls on an Emplojyee*s Regular Day Off 

When an official holiday falls on an employee's regularly scheduled 
day off, such employee shall not be paid for that day* 

e* Pay for Work Performed on an Official Holiday Falling^ on Regular 
Day Off 

When an employee is required to work on an official holiday falling 
on his regular day off, he shall be paid for such work at one and 
one*lialf times his regular hourly rate of pay* 

f . Holiday Falling during Periods of Other Authorized Leave 

When an official holiday falls during a period of either annual or 
sick leave, it is counted as a day of holiday leave. 

g. Temporary Change in Regular Work Schedule 

In tho&e situations where a ttfmporary change in work schedule serves 
to reduce the individual's number of paid holidays below the minimum 
number received by those working a regular work schedule, the person 
so affected will receive an alternate paid holiday during the same week* 

4.42 ANWUAl IXAVE 

4.421 POLICY 

a . General 

Kliiiiblf Staff emnloyi*es shall be granted paid annual leave which shall 
accrue tlirou^hout cacb year as it is earned. 

l> . KligtbUity 

Rach employee who is assigned to a permanent, conditional, or temporary 
position and who works a regularly scheduled 20 hours per week or more 

ER?C 



tbAll tarn tnoual Itavt. 

c. Entltl— ipt 

Annual letvt thall bt ctrned tod coaputtd bl«wetkly on Che batlt 
of Attigntd work w«tk tnd work ytar. 

(1) Eaploytei with lett than thret ytart of ftrvlcc with tht 
Collcgt and whofc tffltiMBt !• t 40-hour work week, t«ni tnoual 
letvt at tht rttt of 4.6154 hourt per p«y ptriod worked. Uch 
■uch eaployet with thrte or sort yttre but Itee than 15 ytare 

of Colltie ftrvlce ehtll t«ni •nmi«l It^ve «t the rttt of 6.1539 
houre per pty period worked. Uch euch evployee with 15 or aort 
yetre of Colltgt eervlce ehftU e«ro «nnutl leave et the rate of 
8 houre per pay period worked. 

(2) Eaploycee whoee eeeignBeot ie leee than 40 houre i but no leee 
than 20 houre per week, ehall t«m annutl Ittvt in tht proportion 
thAt their work wctk ie to * 40 hour wk week. 

(3) CbAngte in entitlvMnt trt tfftcttd on tht firet dty of the firet 
pay period following coBpletioii of tht prtecribed yetre of eer- 
vice te computed froB the tdjutttd d«tt of eaployMnt (ADE) . 

d. Dieooiition of AcciMuUttd Annual Utvt uP on Terainttion of Emloyent 

(1) An employee who letvte the etrvict of tht Colltge prior to the 
coapletion of 30 ctltndtr dtye of eaployacnt ehtU not bt 
tligible to receive P«yMnt for eanual leave earned during 
thtet firet 30 dtye of eaploymnt. 

(2) An t«ploytt who letvte tht etrvict of tht College after co«plt- 
tion of 30 ctltodtr dtye of t«ploywnt ehtll rtctivt « Iwp-eua 
payment for ell accnitd but unueed tnnutl leave at tht ttminal 
ealary rttt, but not to txcctd t saxiauv of two yetre* tntitlenent. 
or 30 dtye (240 houre), whichever ie the Iteeer. 

4.422 FROCCDUU 

a. Un of Annual Letvt 

(1) Annual letvt aay not bt uetd during tht firet 30 ctltndtr daye of 
eaployMnt uniese prt-trrtngtd te a condition of esployaent or in 
txctptiooal caete epproved by the Director of Pereonntl. After 
the firet 30 ctltndar daye of e«ploymnt letvt way bt uecd only 
efter it hae been eerned and credited to the eaploytt*e tccount. 
See ptrtgraph c below for exception to thie provieion. 

(2) Annuel Ittvt eball bt echtduled by tht approprittt eupervieor tt 
euch tiae(e) ae say be de«Md to bt in the beet intertet of the 
College. Centrally, blocke of annual leave (aore than two 
iucceeeive daye) for ten-«onth eaployeee ehould be echedultd 
during peLiodi when Peculty are not on duty. 
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(3) txc«pt in MMritneltf, ■ rtqu«tt for aaiiyAl Itivt tlMll h% «adt 
through thtt approprlatt tupcrvltorCt) in advanct of uft. In an 
taargtiicyi tht aaploytt it ratpontiblt for rtportlng to hif 
•upcrvifor at tarly at poitible that ha will be unablt to rtport 
for work, itating the reaaon for the abatnct and hit deaire to uae 
annual leave. 

(4) Except in eaergency aituationa every eligible csployee upon 
requeat ahall be granted the opportunity to uae at leaat one 
year*a entitlanent of earned annual leave during each year. 

b. Accrual and Acc^Mulatiop of Animal Leave 

(1) Although annual leave ia earned froa the date of caployMtnt^ it la 
not credited to the eaployee'e account until the completion of the 
flret 30 consecutive calendar daya of eaploywnt. 

(2) Annual leave not uaed aay be accuaulated up to a mmi^i^^ of 30 daya 
(240 houra) and carried forward to the next year. 

(3) Each year annual leave that ia twt uaed| or forwarded in accordance 
with (2) above» ahall be automatically tranaferrcd (up to a ^h 1— tw 
of 10 daya) to the eaployee*a accwilated aick leave account at 
12:01 a.m. on the firat day of the firat full pay period in 
September. Any further exceaa annual leave shall be lost. 

c. Special Credit forTeaporary Service 

A temporary employee, not aaaigned to an eatabliahed position, who ia 
later assigned to a permanent, conditional, or temporary position without 
a break in aervlce ahall be credited with that amount of annual leave 
that would have otherwise been credited to him had he been placed 
Initially in an established position. 

d. Advancement of Annual Leave 

In exceptional cases, sn employe may be advanced unearned or earned 
but not credited annual leave u\. .•^ the recoMendation of his supervisor 
with the approval of the Director of Personnel. Such advance shall not 
exceed the amount to be earned during the next succeeding twelve monthe. 

e. Creditable Service 

Creditable service for uee in determining an employee's an«^ual accrual 
rate for annual le4/e ehall include all previous full* time service in 
an established position with the College (service in 10-month positions 
and part-time positions of 20 hours per week or more to be counted 
proportionately). Such service shall include all authorised paid leave, 
authorized leave without pay for military service or self* Improvement, 
the period of a temporary appointment when it la iMediately followed 
by a permanent appointment, and the time a permanent employee is on 
approved disability leave. Frevioue service with the Montgomery County 
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Goverr^nt and Montgo^ry County Public School Sytftem proptrly 
Authenticated li considered creditable icrvlce* 



i. Transfer of AcciMulated Leave or Indebtedness 

An employee who transfers froa one College position to another (Staff, 
Administrative or Faculty) shall retain hU accumulated annual leave 
balance or any Indebtedness or advanced annual leave he may have 
incurred* 

Excluded Service 

Periods of layoff and suspension and periods of authorized leave > 
without pay In excess of two months (60 calendar days) shall not be 
cr^-dittd for use in determining annual leave accrual rate. The only 
exceptions to this are leave without pay fur military service, for 
self*lmprovement, and for disability. 

h. Indebtedness at Temlnation of Emp^nvment 

Indebtedufis by mn employee for advanced leave or any other Indebted- 
ness shall be deducted from the employee's final pay. In the event 
the employee's final pay Is insufficient to cover such Indebtedness, 
the emplovee shall be bllle* for r'.ie remaining balance of such 
indebtedness and he shall make arrangements for payment satisfactory 
to the College. It, because of long-term disability or death, the 
indebtedness cannot be eliminated. It shall l>e %nr It ten off. 

^.U^ SU'K UIAVE 

4.4 51 HOMCY 

a. General 

Eligible staff employees shall be granted paid leave when, because of 
personal Illness, Injury, or "quarantine, they are unable to perform 
their assigned duties. Such leave Is referred to as "sick leave". Sick 
l<?Ave may also be used for medical examination or treatment Impossible 
to schedule on non-duty days. Sick leave may alno be used for Illness 
in the Inmedlate family If the employee's attendance Is required. 

h. KllglblH tv 

Kach employee who la assigned to a permanent, conditional or temporary 
position and who works a regularly scheduled 20 hours per week or more 
shall earn sick leave. 

c. Ent It lemeu 

SicV leave shall be earned and computed bi-weekly on the basis of 
assigned work week and work year. 

Tti SlcV leave accrues at the rate of 3.6923 hours per pay p«rlod 
for eligible full-time (40 hours per week) employees. 
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(2> Eaployees who work lest than 40 hours p«r week but no lets than 
20 hours per week shall earn sick leave In the proportion that 
their work week is to a AO**hour work week. 

Disposition of AccuaulaCed Sick Leave at Temlnatlon of Ewploywcnt 

An employee who resigns frcw the service of thv Co liege after completion 
ot at least five consecutive years of service Invnedlately preceding 
such separation shall receive a lump-sun payroent at the terminal 
salary rate for one- fourth of his accumulated, unused sick leave. An 
employee %iho Is dismissed from employtoent with the College Is not 
entitled to this lunp*sum paynent. 

A. 432 FROCEDURE 

a. Use of Sick leave 

(l^ Sick Leave may be used only after It has been earned and credited 
to the employee's account. See paragraph c below for exception 
to this provision. 

(2) The employee Is responsible for reporting to his supervisor as 
early as' possible that he will be unable to report for work 
because of personal Illness^ Inju^ or Illness In the 
Invdlate family. Unless physically Impossible, this reporting 
should He accovpUshed before or during the working hours of the 
first day of such sick le«ve. If an employee failV to comply 
with this requirement, he will W considered absent without 
authorized leave (without pay status) unless it can bi> demon* 
strated to the satisfaction of his supervisor that it was 
physically Impossible for him to have complied. 

b. Accumulation 

Unused sick leave may be accumulated and carried forward from year to 
year without livlt. 

c. Advancement of Sick Leave 

Upon rt!cor««ndat Ion of the employee's supervisor an advancement to an 
employee of unearned sick leave with pay not to exceed the amount to 
be earned during the next succeeding twelve months may be approved by 
the Director of Personnel. For possibje further extension of paid 
leave for Illness, see Section 3.45. £p. 58_/ 

d. Use of Sick leave While on Annual Leave 

When an caployee becomes HI or disabled while on annual leave, hv 
may use his accimsulated sick leave provided he notifies his supervisor 
ns soon as possible and submits to his sttpervisor satisfactory evidence 
confirming the Illness or disability. 

e. Transfer of Accugutated Sick leave 

An employee who tr.insfers frcm one (olleKc position to another (Staff, 
Ackiinlstrat ive or Faculty) shall retain his accumulated sick leave 
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balance or any lndebt«dneaa for advanced alctc leavo he say have incurred. 

f . Exceaalv or Queetlotiable Uee of Sick Leave 

Each aupervlaor la reipo/«ilble tor reviewing the uie of ilck leave by 
each employee under hla aupervlilon. If an «nployec*a ui»e of alck 
leave appears exceiilve or queitlonable , the supervisor ihall report 
thli fact In writing to the Peraonnel Office. The Director of 
Perionnel «ay require iuch employee to have a phyilcal examination or 
to subalt Medical evidence conflralng the neceiilty for the ilck 
leave In question. If it li eitabllihed that an employee uied more 
•Ick leave thtsn wai medically neceiiary, the Director of Peraonnel 
may take appropriate administrative action, Including adjustment to 
the amount of sick leave allowable. 

g. Indebtedness for Advanced Sick Leave at Termination of Employment 

An employee who leaves the service of the. Col lege with an Indebtedness 
to the College for sdvanced, unearned sick leave shall have the amount 
of such Indebtedness deducted from his final pay. In the event the 
oiployee's final pay is Insufficient to cover such indebtedness, the 
employee shall be bilUd for the rcauining balance of such indebtedness 
and shall make arrangements for payment satisfactory to the College. 
If, because of long-term disability or death, the indebtednevs cannot 
be •llminated, it shall be written off.' 

4.44 AOMlNlSTKATIVt LEAVE 

4.441 POLICY 

Staff cmploytes may be granted paid leavt when the safety, health, or 
general welfare of the c«ploy«e is in danger or when such leave is deemed 
to be in the best interest of the College. Such leave is called "adminis- 
trative leave" and may be granted on either an institution*wide basis or 
to seltcted se^erts of the Staff of the College. 

a. Uhen conditions justify administrative leave on an institution-wide, 
campus or central office basis, the President authorizes such leave. 

b. Uhen conditions justify granting ada^inistrative leave to ony selected 
offices or personnel of the College staff, such authorizatiou whall be 
made by the Director of Personnel upon the reconmendatlon of the 
appropriate acksinistrator for the organisational unit involved. 

4.442 PHOCEDURI 
a. General 



Uhen administrativ« leav« is authorized, it shall be announced in 
writing by the auchorixing official no later than the day following 
the authorixatlon decision. The no*^ fication shall identify those 
Mnployets entitled to use such leave. 
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b. Adalnlatratlve Leave - InLtltutlon''WldM> C—pm or Cantral Offlc» 



Whtn adalnlftratlva Uava !• «'uthorlt«<S for all aaployaaa of tha 
Collega, or aajor iagpant thtraof, it ihall apply to all affacttd 
caployeti who are on the payroll in a work or paid leave itatui. 
If iuch leave happens to. fall uii an employee** normal day off, It 
ihall not apply for that^aaployee* 

c Admlnlitratlva Leave - Selected Offlcea or Peraonnel 

When adalnlitratlve leave li author «.sed for ielected offlcea or 
personnel of the College, only thoie caployeei io Identified, and 
who are on the payroll In a work or paid leave status, shall be 
entitled to use such leave. If such leave happens to fall on a 
noraal day off for any such employee, It shall not apply for that 
enployee. 

d . Ktf aulred Work Durlnjt Periods of Adplnlstratlve Leave 

Thote employeea who are required to work In order to ser/lce aad 
protect those portions of College property affected by the 
atithorlted administrative leave shall be paid for such work In the 
same manner as employees are pald_for «B.rk performed on an official 

holiday. (See Section 4.412c. ) /j). 37../ 

4.45 LEAVE WITHOUT PAY 
4.4SI POLICY 

a. General 

Leave without pay nay be grantad a Staff employee for a daflalta time 
period not to exceed 12 months. Leave without pay may bt grantad for 
Such reasons as Illness In tha farally, aattmlty, military sarvlct, 
travel, family obligations, self-lmpvovement , disability or aay other 
reason whl'h Is in the best Interest of both tha Collage anJ the employe*. 
In the case of military service (aee Section 4.48 below for leave for 
periods of annual military reserve training) In the armed forces of 
the United States, such leave without pay may be extended to cover the 
entire period of such service. An employee does not earn paid leave 
of any type while on leave without pay. 

b. ElUlblUty 

Only those Stsff employees who have achieved permanent status m^y be 
granted leave without pay in excess of 30 calendar days. 

f . Relnstat^ent Rights 

( I ) An employee who has completed three consecutive years of eatla- 
factory service to the Collegt and who has been granted leave 
without pay under this section shell heve the right of reinstate* 
ment in his (or her) former position upon return from such leeve 
unless the employee weived such right prior to the explretlon of 
Stich leave. 
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(2) An enployee who has complct**d less than three years of satisfactory 
service to the College and \Mo has been granted leave without pay for 
a period no greater than three months shall have the right of rein- 
statement in his (or her) former position upon return from such leave 
unless the employee waived such right prior to the expiration of such 
leave. 

n» In .ill cases where reinstatement rights do not apply, the Col lege will 
nbikc every attempt to place the employee in a position comparable to 
the one previously held. If such placement Is not achieved by the end 
of six months from the end of the period of leave without pay, the em- 
ployee will be separated from the service of the College in good standing. 

d. Benefits Uu rinx Leave Without Pay (Approved by the Hoard of Trustees, 6/25/73) 

(1) An employee on leave without pay, except when such leave Is granted for mil- 
itary service, may continue participation in the raployee benefit plan. 

ia) Eligible Staff employees, having fulfilled the standards set forth in 
criteria approved by the President and the Board of Trustees, may be 
granted upon the reconmendat ion by the President and approval of the 
Board of Trustees, leave without pay for self-Improvement for periods 
from 30 «l;jys to 12 months. In such cases, the total cost of con- 
tinued benefit plan participation (Including the amount usually paid 
by the employee) shall be paid by the College, and the employee shall 
sign a written agreement to return to work at the College for a period 
of at least one year iniaed lately following such leave. This agreement 
shall spi'clfy that In the event the employee fails to complete said 
one year of employment after return from leave, he (or she) shall refund 
to the College any funds paid to him or on hir behalf by the College 
during such leave. 

(b) In all other cases of apprr a leave without pay In excess of 30 
calendar days the employee shall pay the entire cost of continued 
participation in the employee benefit plan, including the amount 
usually paid by the College. The employee shall be billed quarterly 
and if payments arc not received promptly, benefits will be discontinued. 

(2) As a result of each period of leave without pay in excess of 60 calendar 
days (except for self-Improvement, disability, and military service), the 
employee's annual salary Increment date and adjusted date of employment 
shall be moved forward the same number of days as the employee was on 
leave without pay in excess of 60 calendar days. 

e. (Criteria (Approved by the Board of Trustees. July 16, 1973) 

A Staff employee who has completed three consecutive years of service with the 
College mav be granted leave without pay frr self -improvement by the Board of 
Tr-istees and the College may pay the total cost (including the amount usually 
paid bv the mployee^ of the employe#»'s continued participation In the 
emplovee benefit (retirement, health and life insurance) nlan upon satis- 
factorilv meeting the following standards. 

'H Ihe content of the planned course of studv or vocational training pro- 
gram is direrflv .ippllcable to the work performed by the employee for 
the College .ind will be of Imnedlate benefit to both the employee and 
the College upon the employee's return from leave, or. It will prepare 



ERIC 



. 4^ - 



the enployee for a different role «t the College which Is mutually 
agreed upon In advance and Identified as an actual, funded need of 
the College. In the latter case the planned course of study must be 
sufficient to enable the employee to meet fully the required qualifi- 
cations for the new position. In either case the applicability of the 
course or program content must be cliMrly established by the materials 
presented in support of thu recoomcndation. 

(2) The course of study is either a terminal program; a self-contained, 
independent unit; or the final phase of a degree or other long term 
program; and can be completed within the maximum period of time 

(12 months) allowable for this kind of leave. 

(3) l*he course of study will be undertaken at an Institution or organi- 
zation which has appropriate accreditation, professional reputation 
or status in the field being studied. In the event of doubt on this 
point the opinion of a recognized expert In the field will be obtained 
by the College to consider the selection. 

(4) The course of study Is full-time, and the employee provides a written 
certification to the effect that during this leave he or she will not 
engage In other cmployra^tit which might Jeopardize the obtaining of 
maxlrum benefit from the study. In addition, the employee documents 
the fact that he or she will not receive from a scholarship, grant, or 
salary (either singly or combined) an amount greater than the salary 
regularly received from Montgomery College less the amount regularly 
contributed to the cost of participation In the retirement, health and 
life Insurance plans by the employee. All allowances over and above the 
grant, scholarship, or other compensation, which are awarded specifically 
for necessary related purposes such as housing, traveling, and swving 
expenses, are to be Identified but not counted In this incow comparison. 

4.452 PROCEDURE 

a. General 

(1) Leave without pay for one through five conserut ive working days may 
be granted to a Staff employee by his supervisor. 

(2) Leave without pay for self-improvement for periods from 10 days to 
12 months, involving College payment of the total cost (including 
the amount usually paid by the employee) of continued employee par- 
ticipation in the employee benefit plan, requires approval by the 
Board of Trustees. 

(3) All other leave without pay in excess of five consecutive working days 
may be granted only upon approval of the Dir^^ctor of Personnel. 

b. Application 

(1) In all cases of leave without pay in excess of five consecutive work- 
ing days but no more than 30 consecutive calendar days, the employee 
sh.ill submit, through the innedinte supervisor to the Personnel Office, 
a request iccompanlcd by a brief explanation of the need for leave. 

(2) In all cnscs of lenve without pay in excess of 30 consecutive calendar 
(lays the request shall be submitted to the Personnel Office via the 
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•pproprlatt adbiniatratlvc channel. In those caaea where it U 
reijulred, the Director of Peraonncl will prepare the aaterlala 
to b« praaanted to tht Prcaldtnt for obtaining approval froa the 
Board of Truateaa. 

(3) All applicationa for leava without pay for military aervice ahall 
be accompanied by a copy of the caployee'a official ordera which 
auMon the employee to active duty. Military aervice includea 
active aervice aa a cosniaaioned officer, warrant officer, or 
enliated peraon in the Army, Navy, Air Force, or Marine Corpa. 

c. Reinatatement After a Period of Leave Without Pay 

(1) An employee who haa been on leave without pay for a period of not 
more than three montha shall notify the Peraonnel Office no later 
than two week« before the end of the leave period of hia or her 
intention to rttum to duty. 

(2) An employee who haa been on leave without pay for a period in 
exccaa of thraa montha shall notify the Peraonnel Office no 
later than 30 calendar daya before tha end of the leave 
period of hia or her intention to return to duty. 

(3) An Mployaa with reinatatcment righta ahall be reinatated in 
the foxmar poaition, aaauming tha individual ia at ill qualified 
to perform tha dutiaa of aaid poaition and aaauming that the 
poaition haa not baan aboliahad or reclaaaif ied. The Director 
of Paraonnet shall have the raaponaibility for determining the 
returning amploy«a*a fitnaaa for reaming the reaponalbilitiaa 
of hia or har former poaition. 

(4) If tha returning employee* a fonaar poaition no longer eaiata or 
haa been reclaaaifiad he ahall be given preferential conaideratlon 
for any other comparable vacant poaition; or, if qualified, he 
ahall be placed in the raclaaaified former poair.ion. 

(5) If the returning employee* a experience while on leava haa reaulted 
in qualifying him for a higher level poaition than tha previoualy 
held poaition, the employee may request conaidaration for any 
other vacant poaition for which he ia now qualified, inatead of 
automatic rainatatemcnt in tha fotmtrly held poaition. 

(6) An employee on leave without pay for military aervice ahall 
aurrender all reinatatement righta if, after completing the 
initial period of military aervice, he voluntarily electa 

to remain in the military aervice; or, after being diacharged 
aubaequently dec idea to re-enliat voluntarily. An employee 
ahall not be eligible to be granted leave without pay for military 
aervice or to be continued on auch leave for auch voluntary aer- 
vice beyond the initial period of aervice. 

(7^ An employee returning from leave without pay who doaa not accept 
reinatatement to hia fonner poaition or to a comparable or batter 
poaition ahall thereby surrender all reinatatement righta. 
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(8) An caployee returning fro« silitary leave who doet not accept 
relnatatcvent to hit fonier poaltlon or to a conparable or 
better poalMon within 90 daya after the offer of relnatatement 
li Mde ihall thereby iurronder all relnatatenent rlghti. 

(9) In caaei where the employee wt»o haa been on leave without pay 
doea not have relnatate»ent rlghta, the I'eraonnel Office ahalT 
make every effort poaalble to place the returning enployee In 

a poaltlon coaiparable to the fonoerly held position at the 
earliest poaaible date. 

^.^♦j SPECUL leave with pay for BER£AVPCWT 

^.461 POLICY 

A Staff eaployee nay be allowed up to a auixlaaim of five conaecutlve work 
days of apecial leave with pay upon the death of a member of the employee' a 
tamily. 

V.4»62 PROCEDURE 

The enployee ahall aubmlt .i requeat to the Peraonnel Office through 
the employee's supervlaor. 

•♦.47 SPECIAL LEAVE WITH PAY FOR COURT DITTY 

UJ*7\ POLICY 

A St<«ff eaployee who la aubpoenaed aa a court %ritneaa or who la called 

to aerve on a Jury may be granted apecial leave with pay for the 

period he (or ahe) la required to be In court plua neceaaary travel time. 

4.472 PROCEDURE 

a. The employee ahall aub^it a requeat to the Peraonnel Office 
through the employee'a auperviaor. A copy of the subpoena 
or auoBona ahall be attached to the requeat. 

b. Upon return to work the employer ahall aubatantlate the extent of hia 
(or her) abaenre by the aubmlaalon of an official statement from the 
court Indicating the exact duration of the enployee'a court service. 

c. Any pay (leaa extra travel or other neceaaary and uncompenaated ex- 
penaea) received by the employee for auch court aervlce ahall be paid 
^o the College unleaa the employee electa to use annual leave or leave 
without pay, In which caae the employee nay retain all pay received 
for auch court aervlce. 

4. '.8 SPECIAL LEAVE WITH PAY FOR ANNUAL MILITARY RESERVE TRAIHING 

4.481 POLICY 

A Staff employee who la a member of the National Guard or of the United 
Statea Armed Forcta Reaervea may be granted apecial leave with pay for 
training purpoaea not to exceed 13 calendar daya In any 12-month period 
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whon rrqulr*?d by fediT.il or state order. In add It ion » atich leavo with 
p.iv as may be reqtilred may be granted an «?«iployce when his (or h«r) 
ri'SiTvc unit Is activated by federal or state order In the event at" a 
civil disturbance or otlier itiiorgoncy . 

proi:ki>-kk 

.J. I he enployce sliall submit a request to the Personnel 01 f ice tli rough 

the employi»<»*s supervisor. A copv of the military or other ijovvmniental 
.irders shall be attathod to the request. 

I). Any pay (less extra travel or other necessary and uncoinpensat ed 
expenses^ received by the employee for such active duty shall be 
paid to the Colle^;e unless the employee elects to uSe an^aial leave 
*>r leave without pav, in which case the employee may retain all pay 
riceived for sucii .ictive duty. 

SPE CIAi. LKAVE WITH PAY fX)R DISABILITY 

POl.!l Y 

A Siait employee who Is unahle to report for work because of an injury 
ov m\ illness may be granted special leave with pay for disability 

iJler all available sick leave has been exhausted. ^*e Section 3.45 

lor detai Is . 

SPK'ilAI. lJuWK WITH PAY FOR SELF- IMPROVmE NT 

iNtLIt t 

a . General 

Elli;lhle Staff employees * having fulfilled the standards set fortli in 
criteria approved by the President and the Hoard of Trustees, may be 
granted, upon the recomnendat Ion by the President and approval of the 
!:,>ard of Trustees, paid leave for various periods of time not to 
exv red ten calendar months for the purpose of attending school or 
p irs'ilnu other forms of study designed to help them pertonn more 
effectively and prepare for higher level responsibilities In their 
er.iplovTnent with ihe College. 

Ii. Kli v.ibillty 

A Staff iniployee wtio has achieved permanent status in a regular 
"budgeted position and who has completed at least seven consecutive 
vears of full ime employment with the Col lege wltltout leave for 
sel t -improvement may be granted paid leave in excess of j(J c.ilendar 
days for the purpose of attending school or pursuing other long- 
term study. The etiiployee shall sign a written agreement to return 
;o work at the College for a period of at least two years immediately 
s iUowing such leave* Ihe agreement sliall specify that in the event 
fhe employee tails to complete such two years of emplovtnent . he (or 
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she) ahall refund to the College any fundi paid to hlro by the C*>llege during 
such leave. 



c. 



Self-lmprov«jnent leive may be granted either with full pay for periods no 
longer than five calendar months or with one-half pay for periods between five 
and ten calendsr months. The period of approved leave for sel f-lnprovetnent 
shall count towards credit sble service and shall be considered In evaluating 
the employee for a merit Increment. 

d. Criteria (Approved by the Board of Trustees. July 16. 1973) 

An eligible Staff enployee ouy be granted speclsl lesve with pay for self- 
Improvement by the Board of Trustees upon sstlsfactorlly meeting the 
following stands rds. 

(1) The content of the planned course of study or vocational training program 
la directly applicable to the work performed by the employee for the 
College and will be of innediate benefit to both the employee and the 
College upon the employee's return from leave or, it will prepare the 
employee for a different role at the College which is mutually agreed 
upon in advance and identified as an actual, funded need of the College. 
In the latter case the planned course of study must be sufficient to 
enable the employee to meet fully the required qualifications for the 
new position. In either case the applicability of the course or program 
content must be clearly established by the materials presented in support 
uf the recoomendat ion. 

(2> The course of study is either a terminal program; a self-contained, inde- 
pendent unit; or the final phase of a degree or other long-term program; 
and can be completed within the maximum period of time (10 months) allow- 
able for this kind of leave. 

(3) The course of study will be undertaken at sn institution or organization 
which has appropriate accreditation, professional reputatioiv or status in 
the field being studied. In the event of doubt on this point the opinion 
of a recognized expert in the field will be obtained by the College 
to consider the selection. 

(A) In the event the employee is the recipient of a grant, scholarship, or 
other fozn of financial aid from external sources, leave at full pay 
will be granted only in those cases where it can be clearly shown that 
the amount of extemai (to the College) financial aid is only enough to 
cover increased costs of living attributable solely to the course of 
study being undertaken; otherwise, the pay provided by the College will 
be reduced correspondingly. 

(5) The program of study is full time and the enployee provides a %rritten 
certification to the effect that he or she will not engage in other 
employment during this leave. 

(See also Paragraph 7.38.) /p. 7J_7 
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4.502 PROCEWRE 

a* Application 

In all c.ises of sel f-improvwnent leave t!ie request shall be accom- 
panied by a dctailid outline of the planned course of study with 
particular attention given to thf relevance of tlie study to the 
IndiviJuaTs work at the College. This .tpplication shall require 
the approval of the appropriate campus or administrative dean and 
the Director of Personnel. The Director of Personnel will prepare 
the iMterials to be presented to the President for obtaining approval 
from the Board oi Trustees. 

b. Benefits 

An employee mny continue to participate in College benefit programs 
during periods of self-improvement leave. Annual and sick leave 
may not be used or earned while on self-improvement leave. 

c. Reinstatement 

I'pon completion of self-improvement leave the employee shall return 
to the position held prior to such leave unless by mutual agreement 
it Is decided to place the returning employee In a different position. 

4.5? LEAVE WITH PAY FOR ATTENDING PROFESSIONAT. MEETINGS 

4.521 POLICY 

Staff employees may be granted paid leave for the purpose of attending 
off- campus professional meetings (conventions, conferences, seminars 
and short co irses > wlien it is determined that such attendance Is in the 
best interest of both the individual and the College. 

4. 52 J PROCEDURE 

Applications for this type of leave are submitted through normal super- 
visory channels on MC Form 7,40. See paragraph 7.40. [y, 11 J 

4.5T EXTENDED ADMINISTRATIVE LEAVE (Refer to Paragraph 3.446.) /j). 57^7 

4.54 EDUCATIONAL ASSISTANCE PtAN (Refer to Paragraph 3.60.^ ip« 

4.55 TUITION WAIVER FLAX (Refer to Paragraph 3.61.^ /p. ^^J 

4.56 GROUP HEALTH AND LIFE INSURANCE PIAN (Refer to Paragraph 3.51.) £p. 6l_/ 

4.5:^ R^rriREMENT SYSTEMS 

A description of the retirement systems to which staff employees may 
belong Is contained In paragraph 3.55.^. 61 ' 

4.58 WEARING OF UNlFOR>!S (Approved by the Board of Trustees, FY1973 Operating 
Budget. May 15, 1972) 

4.581 POLICY 

Alt security, maintenance, custodial and warehouse personnel of each 
campus are authorised by the College to wear uniforms. Each employee 
authorized a uniform may wear it whih' traveling to and from the College 
and while at the College. No other use i)f the tiniform is permitted. 
The entire tost of rental and upkeep Is borne by the College. 
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4.582 PROCEnmE 



«• E«ch eaployee of the College vho It authorised to wear a unlfoni 
shall fumlah hla imedlate aupervlior vlth the neaiureneiita 
neceaaary to Inaure a good fit of the particular unlfona articles 
he la authorized to wear. The supervisor will notify the Director 
of Procurement %fho will arrange yith the appropriate vendor for 
the correctly altered uniform to he included in the earliest 
possible scheduled weekly delivery of cleaned and reconditioned 
uniform • 

b. All female maintenance employees are authorized to wear white 
uniform dresses. Each employee is authorized five changes of 
uniform per week. 

c. All ouile central maintenance employees are authorised to wear 
%rhlte industrial short sleeve shirts and forest green trousera. 
Each employee Is authorized five changes of uniform per week. 

d. All other male maintenance » custodial and warehouse personnel are 
authorized to %/ear white Industrial short sleeve shirts and blue 
trousers. Each employee Is authorized five changes of uniform per 
week. 

e. All security personnel are required to wear white shirts, beige 
trousers, and. If assigned to the Rockvllle Campus, burgundy 
blazers; If assigned to the Takoma Park Campus, navy blazera. 

Each employee Is authorlztd one change of uniform per week. 

A. 71 DEFINITION OF TERMS 

.1. Permanent Employee : One who has completed the designated period 
of probation and Is granted permanent status In a permanent or 
conditional position. 

b. Temporary Employee : One who Is employed for a limited period of time. 

c. Conditional Employee : One,*who Is assigned to a staff position 
established for the period of time that monies are made available 
In whole or In part for use In special research or other long-term 
projects by the United States Goverment* a private organization^ 

a foundation, a revenue-^produclng source (e.g., cafeteria^ book* 
store) or an Individual. 

d. Substitute Employee : One who is employed In a permanent, temporary^ 
or conditional position during absences of the Incumbent. 

e. Salary Increment : A one»step pay Increase which shall be granted 
annually for satisfactory service. 

f. Creditable Service: All :)ernuinent and conditional employment and 
temporary employment whi .i followed within 30 duty days by appointment 
to a permanent or conditional position. 

Kt'duction in Force : Termination of employment of an employee when 
necessary to reduce the number of employees. 

h. Transflt* Movement of an employee from one position to another 
within the same classification. 

' i. Promotion : Movement of an employee from one classification with 
more responsibility at a higher pay grade. 
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J. Demotion : Hovemcnt of an cnploycc from one classification to 
another classification with less responsibility at a lower pay 
grade* 

It, Appropriate Official: Division Chainxuin, Administrator, or 
toned late supervisor, depending on t\w omployuu's position* 

1. Duty Days : Those days on which the employee is required to 
report for duty as dt'termlned by the college calendar adopted 
annually by the Board of Trustees* 

m. Military Servtct : Military service as tliat term is used in the 
Si>Iectivc Ser\'ioe Act of 1948, as amended, and hereinafter 
referred to as military service, includes active service as a 
conmiissioned officer, w.-irrant officer, enlisted man in Army, 
Navy, Air Force, Marine Corps, Coast Guard, the Coast and 
Geodetic Survey, and Public Health Service; a cadet of the 
United States Naval Academy or United States Coast Guard Academy. 

n. Pay period : A period of two weeks* 

o. ADE: A date of emplovTnent which has been moved backward in time for 
the purpose of ^rantinK credit for previous service with the 
College, Montgomery County Public Schools and the Montgomery 
County Government; or which has been moved forward in time to 
allow for excluded periods of service. 



UlRtfTOR Of PWSOt^NKI, (Board ot Trustees, December lb, 1971) 



Under the fupervision or thf Ikmh of Administration, thi- Director ot" 
ferxonnel serves as the unicidl responsible lor ni ru i tir^'nl , select ion, 
I l.H»i f ication, evaluatiim, promotion, training .lUd si-paration ot the 
statf. He is fl*rther reiponsible tor position lontrol and certain phasta 
of umploymuni processing and salary administration tor Administrators and 
Facility, as well as administration of employee bunelits tor all employees 
ot the College. He is responsible to the Dean ot Admi uistratlon. 

AUMl NI>IK.\l iVr. .\Xp ^CTAFF i:nMMUNIlLVTTn^:5; 

Minitt.'- 't t.".' '-Mn.' •u- .\.I'tiiP ^ir n.. : . in.i t li. u.f.J S. iiali- 

I n : r:i:.» t i -n ' t I 'u {i i.Ji'J . 
C' WSHiAl ln:,S 
» • I'ol icy 

• • i,.utuv .ii ioii.s '.u'twfi'n the Ho.ird md the '^oUi'^^c ire in writluv. 
1. iiM.'.h till- ''ri'sidml ol' the ' ollcge, 

r.,»t- illv, it tort is tnadf within tlu- loll.ue to take into .iccuunt 
ft •> rvsmt .11 ivtr point oi vifw on m.ittcis to bv preiJented to the 
.oar. I, llowcvvr, wtu-n llicrc is .in unri-solvt'd substantial differ- 
ence bitweiMt the recoiniiu'tul.it ii)a.s ot llic P^l■^^idt'nt ot the ('ollo>',e 
and thi' i^int ot vliw ot .-nv ot the st-naies, .titer appropri*ite 
eftorls toward solul ion iiavi ?iot sacct-eded, tli»-* President of tiie 
TolleyK will invite a represfiit at ive ot liu* Involved setMte to 
•;pi'ak .it the Board meetings whcrt- the pnrticul.ir item has been 
;. I a •.I'd nn the attend a for this purpose. lliis senate point of 
View, rxpressud ii\ writ u', is distributed to the Board t!ironj»!« 
llie President of thi- vo;l«ge in .idvancc ot the ntetln^' ot the 
'ioard. Sucli items w»tuld tvpicallv nlali- to P»i».trd policies 
ittictiiu; .tn i-ntire '>odv. smh is s.tl.ir., trinvje benefits, U.ive 
ev.. 1 -lai I .>n , li'i-ire, t hi* :icademic c.iUiid.tr, .ind nt-w ciirrnula. 



2.6j staff ASSOCIATIOW (Approvtd by Pretldtnt, July 27. 1971) 

2.631 mrosE 

Tht Staff !• oni of tht four vltil groups that aaka «p thi total colltg* 
structure •n6 U rtcognlaed along with tht othar thrtt groupt. faculty, 
a^lnlitratort, and bMdtntt. at an Integral part of tha Intt Itut tonal 
progr«n. It may exerclte, through tn approprlatt tlecttd body, tha right 
to txprttt Itt concernt and aakt recoiw»endatlont to the Pratldtnt and 
thrcuKh hl« to tht Board of Trutteet* 

2.632 COHSTITUTION Am) BY-LAWS 

Tht Attoclttlon malntttnt Itt own conttltutlon and by*lavt and dtvalopt 
chtng«»t thtreto. Tht conttltutlon and by-lawt are rtttfttd by tha ttaff 
employets, approved by the President before Implementation, and tranMltttd 
to the Board of Trutteet. 

2.h33 MDlBtKSHIF 

AU ttaff tmployeet of the Tolltge are contldtrtd aa^btrt of tht Aatoclatlon 
tnd are entitled to a vote In any plenary tettlon and In tny election of 
offUrrt to the Attoc lat Ion* t tenate. 

^.^3^• AWWl^AL MtKTING 

Ar. mxu'xAl Tullege-wlde Staff Attoclatlon meeting will be held during tprlng 
v«r«ti<«f» on A day the College It open. 

ORGANIZATION 

At tpeclfled In the by-Uwt» the Attoclatlon it reprtttnted by ail altctad 
senate that Includet a balanced repretentatlon from tach camput alid fro« 
Centtal AAnlnlttrat Ion. serving In staggered tenat that tfford contlnuoul 
represent At Ion. The r.cmber^ of the Senate elect from tmong thMtalv<»t thtlr 
chairman and vice chairman. The chairman tltt at ■ member of tht Prtildtnt't 
Advisory Council and the Staff Rtvlew Board, «Bong othert. Standing COmlttttt 
htve been cjitabllbh-d In fovir areas of employee concernt; other co«mlttttt 
tre developed at needed. 

2.t37 RESPiJNSlBILITIES 

The rpsponsiblUtles of the elacted representatives are outlined In ths 
by-laws. 

2.639 WPORTS AND ammiCATIONS 

A copy of the mlnuttt of each meeting of the Stnata and of tht full 
Attoclatlon It forvtrded to the Pretldent of tht Colltgt. All wrltttn 
coamjunlcatlon with the Board of Trutteet It through tht Pretldtnt; tht 
Senate chtlrmtn or hit detlj?nee will have tha retpontlblHty and right 
to npetk freely before the Hoard of Trutteet at Itt Meetlngt* 
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2.90 STAFF COUWCTl, TAKOMA PARK CAHH'S (Approved by Campus Dean. Takoma 
Park, March XO, 19 72) 

2.901 CAMPUS POLE OF THE STAFF (SUPJ'OKTIW; SKRVICKS) 

a. The campui staff shiMild participate Iti formulating those college pollcle* 
and procedures that concert) them directly and In which they are knowledge- 
able. The Staff Cotincll will encourage attitudes which will serve to 
strengthen unity among the campus staff and to promote cooperation and 
foster the exchange of idcns with faculty and administrators. 

b. The Staff Council officially represents the campus staff. 

2.902 FUNCTIONS 

The Staff Council: 

a. Advl ses the detin of the camp*js and makes reconrnendat Ions to him concern* 
Ing the day>to-day op*?ratl..n of the campus as It affects the staff. 

b. Presents recotTnendat iiuis ti. the Staff Senate concerning any campus 
matters that h.ive collogo-wlde Implications. 

c. Conducts the f?lectlor of a staff mer.bor to attend meetings of the Campus 
Assembly. Thi-* IndlvMual shall also be the vice chairman of the Staff 
Councl 1 • 

d* Annually appoints two canpus statf members to^serve oii the Campus 
Assembly Comrlttee nn Facilities I'lannlng» M^ntenancr, anu Use. 
Annually appoints on*' membi-r to serve m the Traffic Appeals Board. 
Biennially appoints two members tu serve on the Takoma Park faculty/ 
staff fund committee. The (halrman of the Staff Council shall keep 
the Campus Drati and the ampus Assembly Chctrman informed of such 
appointments . 

i 

e. Appoints an election comnlttee at»d such ad hoc committees as ma^ be 
required and charges these conwittees with the taslv to be performed. 
The Staff Council shall keep the Campus Dean Informed* 

f. Calls staff meetings whe-ievrr It considers that such meetings are 
required, or by request of the Campus Dean* or upon written request 
of at least ten percent of the campus staff. 

g. Determines t* itent of the agertda for campus staff meetings and 
priority of therein. 

h. Maintains c'. oimunlcatlon with the Staff Senate. 

2.903 rOMPCSlTION. LENGTH OF SKRVIfE. AND MEETINGS 

a. The Staff Council shall be made up of representatives of all segments 
of the campus staff: bookstore, buildings and grounds, business office, 
cafeteria. Campus Dear\»s office. Division of Hvmanltles and Social 
Sciences. Division of Mathematics and Sc letter. Instructional aides, 
learning r^jsources. library, registrar's office, security, and student 
^ personnel. Any group of two or more employees may request permission of 

tU(^ Staff Council to appoint a representative. Tfiese representatives 
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■re responilble for malntali.lnK l^'te contact with the statl membert 
they represent. 

b. The term of office for members of the Staff Council nhall be for one 
year* 

c. The Staff Council shall meet at least once a month or at other tlmea 
at the call of Its chairman. 

d. All meetings of the Staff Council shall be open meetings. 
PROCEDURE FOR KI.ECT1N0 A STAFF REPRESENTATIVE TO THE CAMPUS ASSEMBLY 

a. During the first two weeks In May each year, an election cofwnlttee 
will conduct an election of « staff representative to the Campus 
Assembly. 

b. The election coninlttee will be appointed by the Chairman of *he 
Staff Council. 

c. Nominations will be solicited from all employees and an election 
conducted by ballot. 

d. The person receiving the largest number of votes will be the staff 
representative to the Campus Assembly. 

2.Q05 PROCEDURE FOR CHO(»SINC STAFF COUNCIL MEMBERS 

3. Staff Council member«i shall he chosen during the last two weeks In 
May each year. 

b. Each staff group will choose a representative (and an alternate) 
from that group to ser^-e as a member of thv Stnff Council. 

Each supporting staff member will receive the following Information 
about May 15 each year; 

''D A llHt of all staff gro\jps on tho campus and the names of the 
Individuals In each group. 

(7) The name of the poison In each group who Is responsible for 

fa) Meeting with the group to select Its representative and 

(b) Notifying the Chairman of the Staff Council of the decision. 

?.90f) OFFICKKS OF THE STAFF COUNCIL 

a. The Staff Council Chairman shall be chosen by the Staff Council and 
qhall serve as an alternate for the staff representative to the 
('ampns Assembly. 

b. The staff representative to the Campus Assembly will serve as the 

vice chairman of the Staff Council. 

t. A secretary Is chosen by the Staff Council. The secretary shall 
maintain a record of all actions taken or conclusions reached by 
Q the Staff Council* ^ 
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3.28 COWFLICT OF lOTEREST 



3.281 GENeHAL POLICY 

The following policy on conflict of Inttrett tnd related Mtttrt 
imt adopted by tht Board of Truateta, MootgoMcry College, In 
rctolutlon 532-62, Novcabtr 19» 1962 and reaffiracd on Juna 29, 
1967. Thla policy auparaadaa all cxlatlng poUclaa pertaining to 
thla aiaCCar and covera all cmployeca of the College. 

"No employee of the Board of Trutteea of the HontgoMry Collage 
shall engage in or have a financial interest, directly or 
indirectly, in .^ny activity that conflicts or raises a 
reasonable question of conflict with his duties and responsi- 
bilities." 

3.282 OUTSIDE eMPLOYMENT 
a. General 

(1) Caployees shall not at any tiaa engage in any anployaant 
tnat would affect their usefulness as employees in Che 
system, would comproaiist or eabarrass the College, would 
adversely affect their enployaanC atatus or professional 
standing, or would create a conflict of interest* 

(2) Employees shall not engage in work of any type where Che 
sourci' of inforaation concerning customer, client, or 
employer originates or results froa any infornation 
obtained from the College. 



3.446 F-XTENDED ADMINISTRATIVE LEAVE (Approved by the Board of Truatees, 
September 17, 1971) 

a. General - Kx tended administrative le.ive is defined as that type of 
personnel development leave authorized and assigned an Administrator 
or a member of the Faculty or Staff and required for the benefit of 
the lollepe. College personnel are placed on extended adfflinistratlve 
leave only for the purpose of acquiring a set of skills or specific 
knowledge required for the operation of the College. Placement of 
.in individual on such leave, and the financial arrangements therefor, 
mis t b^ apt" roved hy thu Hoard of I rust Oes . Extended adalnist rat ive 
't iVt' will not hv used when otluT methods such as independent or self- 
programed st'iilv or ed'ictit lona 1 (tuition* assistance will provide the 
s:< i 1 ! at * d<(l in the r in« frame involved. When the criteria for the 
ldu«ari>';ia! Assi$tM::L» fri'>;ram .irv rret. the program may be used in 
tL*nj 'Htr v,i:h eat-.nda'l .<lmiriist rat ive_leave^ with the approval of 
the Ir-.'-: i.Ienf. . •-.<■ parefraph \'0.' /p. 65_/ 

i:i iyjhi 1 it y • .*ny in.!; vidua: cgrrtiitiy employed full-time by the 
<»>llegcwa;. plactd an I'Htended administ rat ivt leavf provided 
that tht' ptrsiifi ir villiitf; and that, nnpuilly^ the person has been 
in thi ,serVK<' jf the Colle^je lor at least four consecutive years. 
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')iM'tinin^> thf otl»t \h' -'W thib !t.iv« will ni»t tticf 

thi' ptrsi)n**> otnplDvnni'iu st.it. is it i\u- ''.o\\vy,v. 



S.tl.nv tml :^cnit 1 1 s - All '-..il.irv .tnd bt'tittits numullv riccivt-d 
will * out I IV J I duriny; iii md i v i ► ! ' s '. ♦mvi-. In .iddition, 
fxpi'tist'S ti>r tr.ivtil, room .ind bo.itd sruiv bo n.iid !>v tUr 
js w.irrantt'd. 

d. 1 mt rn: tu.i 1 ARrri mi nt - .*n iiuli'- iUiMil who .i>'M'»s tx» So ; I.ickI i-n 
I'xtondod .idmini '^f ril i V*' Umvo muMt tontruf tn rvUirtx lo fhr t-T 
upon its vompli tion tor twii. *.hi- dur.it iuu .'t It .ivo N.t in m- 

I .ISO IfSj; than l no oqn i v.t 1 »nt h.) 1 1 .'t .in .u ulomii- .i.ir, Kiil.i 
to rtttirti and r.i'tv* wiM '-.uiki '. 'u iiuiivi»lnl 'uiIjIo i*t i 1 iO!ii«s 
paid to him or on his boh,j!t mv t\u- (.»noo.i. inliss roll*vod o! this 
oblljsttton, In part or in I -ill. th» rtoard o!" Inisteos lor sucli 
reasons as disability or ilo.uh. 

Ihirat Ion of l.oavf • Lxtondod .idmin i st rat ivo lo.tve is normal I v tor 
ni» :ni»ri' th >. tho oqw i vi 1 oni oi a s<'mostor. I'ho ninimuai duration ol 
oy.trridod admlnlst rat .vo loavo will nsnally bo moro than two wooks. 
Porsonnol dovoloproont loavo of two wooks or loss will normally be 
consiilrrod midcr tho vato^ory of short -torro leave to attend pro- 
ttr.sion.il m«'olln>;s. Althon^h oxtcnded administrative loavo will 
usuilly bo tor pori'Us in o.x«;o&s of two weeks, an Individual's 
dailv abstnco ovor a contlnuod poriod of time while on extended 
admin ijit r.it ivo lo,.vo might well be tor only a fraction of a working 
dav\ tor ox.itnple, two hours per day for six weeks. 

t. Tenure and Status - An individual on this leave will have tho time 
of .Tijthorizod absence count towa-d tenure or other employment 
status and will return to the sane or equivalent position on 
return from lortve. 



(See also Paragraph 7,38 - Administration ■ : Personnel Development Leave.) /p. 

OTHER U)NOTKRM li^AVE 



Ihe iinard i>f Trustees m/iy autlujrl.'o, ui'on reeonnotidnt Ion ot the Proi idont* 
loni'.-tcrn leave with p.iy Tor unitsna) .ind l:nporatlvo reasons not covered by 
.inv .»t tlie forey.olti^' at I'^.ories of loavo, I ho President nuiy authorize, 
ipon rvco-r ondat Ion t ro:Ti tho appropriate dean. lonK-torm leave without pay 
•or catoi'orlos v)t leave not covered In tlie preceding paragraphs pertaining 
to '.onK-tcm leave. A determination ^lll be r»ade In each case concerning 
eont in'.K'd nart Ic Ipat ion in the retlronoiit and oti.or benefit plans and 
pa»/n»ents therefor. "Modified bv the Hoard of Irustoes, November I, 1971; 
see rtMdln^ .unnd.i )ir)ver>bor I'), l'>^l.' 



AM ilu'iblo loll-'i^e p«'rsunoel who hav<' been disahlod bocmse of sickno>s 
»r !v ■ , .iotit .1 : ^---iilv ,i'K-. --.i ^o /.t.uu«d I . Siib i I 1 1 V l».i'.» with jt.iv 
■l.rrii- *^'.v tir?-' V ■ il»i-'ln •■nth*-- <! » it 1 1 1 1 , 'li>M^Mlitv !.>r 
i I « »l . i I f \ 1 » .»'. r . !» : I r* ; 1.1 II . o I d itu I with t\u ?i» 1 i .'wiin' tji i - i : t i ■ 'ts , 



DlSAblLITV l.EAVfc ^Approvea by . hf J.oard oi irui>tee8, March 19, 19/ H 



POLICY 
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of continuous fervlce with the College and who U an Adtninist nu or, 
Faculty or Staff Tnembcr of the Collegf who works at Itast lialf 
time in a regular budgeted potltion on a continuing basis. 

(2) Eligibility for disability leave does not ri^quiri' that a pi^rson bi* 
a participant In the long*tenn disability iuauranoc |>lan to which 
the College makes contributions. 

(3) A disabled person Is one who, by reason of sickni>ss or bodily 
Injury, Ih completely unable to engage in his or her regular 
occupation. 

(4) Due pfoof 1l d medical opinion by s legslly qualifii>d physician 
as to the nature and extent of the sickncsH or injury reuponsihle 
for the person's inability to completely pcriorm his or tier regular 
tasks %^lch includes a statement us to the effective date of su^h 
disablement and an estimate as to the probable duration of the 
disability. When in the opinion of the President or his designated 
representative, or the Board in instances requesting its approval^ 
there is a reasonable doubt as to the nature, extent or continuation 
of a disability claim, the indf.idual may be required to have a mcdi* 
cal examination by a legally qualified physician, selected or approved 
by the College, at the College^ expense for the purpose of justify 
Ing Che continuation of disability leave pay. In cases where the 
legally qualified physician retained by the College and the legally 
qualified physician retained by the individual disagree as to wficther 
or not the individual is a disabled person, the two physicians shall 
together select a third physician to examine the disabled individual 
at the College's expense. The majority opinion of the physicians 
concerned shsll prevail. 

(5) Regular pay is the compensation per pay period at the current salar/ 
rate exclusive of extra compensation for such things as coaching, 
special projects* suancr school and cotmunity services instruction. 

b. Disability leave provides for salary continuation at 80% of regular pay 
after exhsustlon of all accuanilaCed sick leave nnd continues for as long 
as tlx consecutive months. 

c. Upon completion of the period authorized under (b) above, disability 
leave may be continued at 607* of regular pay for the remainder of the 
12 month period following the first date of sickness or injury. 

d* In inatancas vhare tna disabled person qualifies for Workmen's Compen8a<> 
tion. Social Security or other disability compensation plans to which 
the Col legs contributes » the rate of salary cont iraiat ion by the College 
under (b) and (c) above shall be reduced by the amount of such compen* 
sat ion received from these other plans. 

In all cases whare the requested period of disability leave exceeds by 
more than 30 caltndar days the expiration of all earned sick leave, the 
request shall raquire approval by the Board of Trustees^ 

f. In instances whtre due proof (as defined above) establishes disability 
effective during a period of approved leave without psy or during the 
no psy period for continuing 10-month personnal (only those who have 
been conltted to return to pay status) salary continuation under (a) 
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above ihall connence on the date the individual vaa scheduled 
to return to active duty and pay atatua. 

g. If a disabled person engages in any rehabilitative work for wage or 
profit, the disability leave pay otherwise payable with respect to any 
month during this 12-month period, will be reduced by 807. of the nount 
of such wage or profit to which the cnployee ia entitled for such work 
during that month. 

h. The period of 12 calendar aonths for which the College grants paid 
disability leave shall not be extended. Successive unrelated dlsa- 
bllitles ahall entitle the individual to a new 12-wonth period under 
the disability leave provisions. In the event an individual returns 

to work prior to the end of the initial 12-month period and subsequently 
Is unable to continue at work because of the original disability, the 
Individual is entitled to receive the benefit of aay rasaining unused 
balance of the original 12-month salary continuatwn permissible under 
theae regulations. 

i. Disability leave with pay shall not be granted for disabilities caused 

or contributed to by: 

(1) war or any act of war, whether declared or undeclared; 

(2) Intentionally self-inflicted injury, 

(3) Injury sustained in the cooBlssion of or in consequence of having 
participated in committing a felony; 

j. Eligibility for paid disability leave will £utoflMtical ly cease on; 

(1) the date the individual returns to active duty with the College; 

(2) the Individual's 65th birthday; 

(3) the date upon which the individual retires under the College 
retirement plan, If prior to 65th birthday; 

(A) the date on which employment with the College ceases; 

(5) the date on which the Individual ceases to be under the care of 
a legally qualified physician; 

k. No period of time during which disability leave pay is being received 
shall be counted toward satisfaction of the required probationary 
period for granting of tenure or permanent status. 



3.45' PROCEhURES 

a. The individual, or his or her representative, completes a copy of MC 



Form 3.^5 *'Appl Icat Ion for Disability Lf?ave"*and submits the completed 
form along with due proof of disability to the Personnel Office through 



■"ro K- published. (Jniil publication, requests for approval of Disability Leave are 
to be jiubmitted by memorandum and should contain such specifics as are required to 
enablv those concerned to render appropriate decisions on the request. 
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the Jipproprinl*' admitt isi r.it i Vi» cli;mnfl lor i>roi*i\ss ing .iiu! .ipprov;il, 

b. On the basis of this medical opinion, and any other peri inenl 
Intomuit ion avall.ibte, the Director ot Personnel shall establish 
the effective date of disaUUn.tMl , 

c. The Personnel Office makes the nt'Cfssarv arr.ine.enunt s with the 
Director of Finance to effect salary continuation during, periods 
ot approved disability leave. 

d. In all cases where the requested period oi disability leave with 
pay exceeds by more than 30 calendar days the expiration of all 
famed sick leave, the Personnel Office shall prepare the required 
m«tterials for requesting; Hoard of Trustev's' aporoval. 

e. Hie Director of Personnel is the designated representative of the 
President for purposes of administering Section "J.^iSl a iU) of the 
policy on Disability Leave. 

1.453 ACCOUNTAB I L IT Y 

a. The Director of Personnel is responsible for the administration of 
the disability leave program. 

b. Appeals from disability leave decisions of the Director of Personnel 
may be made to the President. 

3.51 CROUP HEALTH AND LIFE INSURANCE PLAN 

3.511 BENEFIT PLAN COVERAGE 

All peraons employed by Montgomery College who work at least haU 
time and who occupy regular budgeted positions on a continuing 
basis are eligible to participate in the Group Health and Life 
Insurance Plan consisting of life, accidental death and dismember- 
ment, long term dlaability, hoapltalization, aurgical, medical* 
dental, and major medical coverages. The College pays 807« of the 
pf-emluos attributable to this insurance program. (Sec brochure 
•'Montgomery College Croup Health and Life Insurance Plan" for details,) 
All questions concerning this insurance should be referred to the 
Personnel Office. 

3.512 ENROLLMENT 

The Personnel Office will explain the Group Insurance Plan to all 
persona employed by the College and will provide each individual 
with a copy of the benefit plan brochure. Each person will complete 
-either an enrollment or a refusal card dependent upon his or her 
desire to participate in the plan« If enrollment is completed 
during the first 30 days of employment, no evidence of insurability 
is required and coverage becomes effective (except for long term 
disability insurance which has a 6 month waiting period) on the 
first of the month following enrollment. Enrollment after the 
first '^0 days of employment may be accomplished only after provision 
of evidence of Insurabil ity sat isfactory to the insurance company. 
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TKRMINATION KMP1.0\*MKNT 



t'p^n lorminaiion oi rniplovTii'iit with t\w CoWv^v^ an Individual who 
IS I'tiroUid iti thf ^;roii|> insur.iiu'i' pl.iti tii.ty cotwort certain portions 
ol thv ColU'm- k;ioup iu.siir.mci' to iiulividual covor.igo with the 
CoUpy^o insurance r.irrier. in orilor to t.iki- adv.iutaKe of thU 
l onvrrsion pr i vl tho ti'tnnln.it in>' person must contact the 

insurance company and accomplish tlie necessary conversion paper- 
work within 10 days ot th«' d.ite of termination. 

CUIM PROOEOURES 

.1. Health Insuranct' 

Kach tnrolled person and spouiie is provided an identification 
card which contains int'ormation descriptive ot the plan. In 
addition to identifyin>» data. (*lalm forms are also provided 
at the time of enrol !.uent and additional claim forms. may be 
obtained as needed from the Personnel Services Office. To 
apply for benefits, the individual presents the identification 
card .ind a claim form to the hospital, physician, dentist, 
laborator/ or other provider ot health services. The provider 
ol Ileal th services may verify coverage by telephoning the 
John Hancock Mutual Lite Insurance Company; 703-534-6077 
(collect. If from another toll zone). The provider of 
health services snbmlts the claim form to the local office 
ot the insurance company and payment is made directly to 
the provid«'r of the health service, except for major medical 
claims which arc paid directly to the individual who has sub- 
mitted the claim. 

b. Long-Term Disability Insurance 

Claim forms for use by the enrolled person are available 
in the Personnel Services Office. Benefits are paid 
directly to the enrolled person. 

c. Life Insuranc e 

I'pon the death of an enrolled person, the Personnel Services 
Office should be notified iirmedlately. Three copies of the 
death certificate or an attending physiclan*s report^ whichever 
is most expedient, will be required for processing of a death 
claim by this office. 

1.515 BKNEKITS fOR PERSONS ON Lf.AVE AND KoR RETIREE 

a. All coverages for which an individual is enrlled remain in 
cff*i*t durln>i per'ods of authorized leave. 

h. Certain portions of the « o ( h»Ke Kroup insurance program continue 
In etti'ct tor retlrei s. ihese include a reduced imtount of life 
insurance and basic )u*alth itisurnnce. The Personnel Services 
t'fflce should he cont.icted for details of the coverages con- 
t inued for ret Irees , 
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3.54 TAl-SHiLLrtR£D ANWOITIES 

1^41 Futrosc 

Tax-shtltered annuities ihould bt contidered principally as iupplaainlal 
retiraacnt income . 

3.542 PIOVlSlON 

a. Slaply Stattd, a Tax-Shtltcrtd Annuity Provldca ; 

(1) An eaployee may elect to have hit salary reduced - Federal IncoM 
tax paid on reduced oaount. 

(2) The employer purchaiei a nonforfeitable annuity in an oaount equal 
to the salary reduction. 

(3) Federal income tax to be paid by employee or retiree on full 
amount received from annuity. 

b. Opt lone ; (Board of Trustees » March 19, 1973) 

Employees have the opportunity to purchase tax-shelterftd annuities 
froei the Teachers Retirement Systsa of the State of Maryland, Tha 
Prudential Insurance Cowpany of Aamrica or the Teachers Insurance 
and Annuity Association - Collage Retirement Equities Kund (TlAA- 
CREF). Forms are available at tht bployee Services Office* 

c. Employee^ Contribution; (Reduction of Salary ) 

There is a legal limit to the amount of reduction of salary allowed. 
Employees may request the Teachers' Retirement System, the Prudential 
Insurance Company or TIAA-CREF to calculate the maximm participation 
allowed. 

d. ^plover Participation : 

the employer purchases annuity on request of the employee with the 
funda withheld frtm esployee. Ihere are no cnployer matching con- 
tribution£ to the annuity fund* 

3*55 nrriiuagiff ipjef ns 

3. SSI aACKCROUN) 

a. Full-time ei^loyees of the College arc permitted to participate in 
the retirement syttema as follows: 

(1) Malntensnce, custodial, and cafeteria employees are enrolled only 
tn the Montgomery Coimminity College Retirement Plin (Aetna 
suppltmentsl). 
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(2) In order that Colltge policy be in accord with State policy, 
and to provide for optiofwl Maberahlp or other provlaiona 
%Mich the State My froa tlae to tlaie provide, by Reaolution 
70-89, July 7, 1970, the Board of Truatec s provided that "all 
eligible Faculty and Staff aha 11 become mcnbera of the Teachera* 
RetireMnt Syatca of the State of Haryland aubject to the 
proviaiona of the Public General Uwt of Maryland, aa aaended 
fron tise to tiae/' 

(3) The Montgoaery CowBunity College Retireaient Plau ia a auppleaentary 
plan to (2) aforeMntioned* Participation ia autonatic for Faculty, 
Staff, and Adalniatratora who belong to the Maryland State Teachera' 
Retircaent Syata* By Board Reaolution 74-37, February 18, 1974, 
participation ia voluntary for thoae ««ployeea deacribed In aub- 
paragraph (1) above* 

b. Thoae who are enrolled only in the Montgoaery Co«mity College Retircaent 
Plan (3.551a (D) will receive all of their retircnent income from the 
Aetna Life Inaurance Coopany, which ackainiatera the plan. Tho«e enrolled 
in both the Maryland State Te«cbera' Retircnent Syatem and the Montgoaery 
, CoMnity college Retirownt Plan will receive two checka - one froai the 
Teachera* RetireMnt Syates and a aupplcmental check froa the Aetna Life 
Inaurance Company. 



a. Benefita that accrue fro« the Teachera' Retirement Syatea, without 
auppleoentation from the College plan, accrue in the following manner: 



b. RetirMent benefita paid, aa a reault of participation in both ayatcaa 
or in the College pUn only, are calculated in the following manner: 
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BENEFITS 



Yeara of cr fdttable aervlce 

55 



X Average final coapenaation 
for higheat three conaecutlve 
yeara 



Yeara of aervice 
(to a maxioun of 36) 



X 



2.07. 



X 



Average final compenaation 
for higheat three conaecu- - 
tive yeara 
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).60 RMlTATTftMftli Aft ^ISTAMCK PftOClAM (Board ot Trutteet, Augutt 27, 1971 i Modified 

by approval o the 1773 Operating Budgat, p* 316 and the FY74 Operating Budget, 
Appendix C-1^ 

S.m lOLICY 

Tha purpott of the Educational Afflttance Program (eaP) Is to attltt all 
ellgibla College eaployeef with educational expenfef in order: 

To htlp thtM parfor« aK>re efftctlvely In their current Job 
cUttlflcatlont through Improved knowledge and fkilU. 

b» To htlp thtM la preparing for higher level rafpontlbil Ities In 
the CoUagt by virtue of broadened capabiUtlet. 

3»603 OEPINITIONS 



■ • An tllglblt taployet If one who it working full tloe at the College 
and who hat completed tlx aontht of eaploysent with the College^ 

b. etlglblt ttudy it any courte or training progran, offered either for 
credit or not for crtdlt, which it related to any of the functional 
ar*^at of the College in which an ellglblt enployee workt or through 
noraal carter progrettlon aay txptct to work, if qualified* 

c. An acctptablt educational Inttltutlon Itt a public or private ttcon- 
dary, vocational, trade, or bualnett tchool; or a public or private 
colltgt, ualveralty, profettlonal tchool, or technical Inttitutlon. 
It it exptettd that the educational Inttltutlon it accredited or 
rtcognlstd by toM agtncy or governing body froa within itt general 
functional area or fraaa of reference* 

d. Educational txpentet art tht cottt for tuition, bookt and aaterlalt 
required for the ellglbtt ttudy approved through the EAP procedurtt. 

e» Satltftctory coi^>lttlon it tht obtaining of any grade or designation other 
than failure in accordance with the ttandar^'t established by the inttltu- 
tlon or organisation attended. 

3*605 FINANCIAL BENEFIT 
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Tht aaxiaua financial banefit in the forn of attittance to defray 
educational tuition txptntta for eligible ttudy is $400 per eaplovee, 
par fltcal year. Of thlt $400 aaxiaua, $50 toay be applied toward' 
tht cott of bookt and aaterlalt nectttary for the approved courst(t), 

In Inttancet where the employee it eligible for benefltt under the 
Tuition Waiver Plan (tee paragraph 3.61 ) .relnburtement of up co $50 per 
fltcal year for required *y)oka and suppliet may .Ito be allowed from EAP, 
provided that the course of ttudy at Montgontry College it Job-related or 
a part of a degree or certificate program which it Job-related. 

Funda thall normally be apportioned for ute by faculty, Adalniatratort , 
and Staff mcmbert bated upon the percentage of eligible College employeet 
in each category. Varlatlona from thla apportionment will be approved 
by the Dean of Admlnlatratlon. 
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d« An tm>loycc receiving other educAticnul benefits, including VatarMtf' 
Aduinie tret ion benefits, for « given couree of etudy, ie eligible 
to receive benefits under EAF for the eaac course only if the other 
benefits do not cover the full cost of tuition. In such cssss the 
saount of benefit under EA? i« limited to the difference between the 
saount of th« totsl tuition costs snd ths saount supplied by th« othsr 
bsnsfits, ezcspt thst^in Addition, ths BAP benefit is subjsct to ths 
liBitstion sst forth in psrsgrsph 3.605s. 

e. Ths costs sssocistsd with this bsnefit for study during rsgulsr tuMr 
school ssssions vill bs chsrgod to ths budgst of ths fiscsl yssr in 
which such suMsr school ssssion snds. 



3«607 AmiCATION PIUXZDUMSS 

s, Ths s^loyss is rssponsibls for spplying st sn Approprists, sccsptsbls 
sducstionsl institution for sdsission to or snrollsint in s courss or 
progrnB of sligibls study. 

b« To spply for SAP bsnsfits, sn sligibls si^loyss covplstcs MC Por« 3.607b« 
"Application for EAP/Tuitlon Wsiver Plsn Benefits'', sod submits the 

completed fonn according to the following: 

(1) An sdministrstor shall submit tha collated forma to hie aupar- 
viaor who ahall review tha application for accur'acy of data, 
sake a racovmndati.a regarding approval of the Aalactad atudy 
and forward tha application to tha Director of Peraonaal. Tha 
Director of Paraonnel ahall review tha application for propar 
procedure and give approval of tha aalacted atudy within tha 
aatabliahad guidalinea. 

(2) A ataff employee ahall aubmit tha coi^lated forms to his super* 
visor who shsll review the application for accuracy of data, mmka 
a racovendation regarding approval of tha aelected etudy and 
forward tha application to tha Director of Pereonnel. The Director 
of Pereonnel ehall review the application for proper procedure 

and give approval of the ealacted etudy within the eetabliahed 
guidelinee. 

(3) A faculty mwb^r ahall aubmit tha coi^leted forms to hie depart- 
ment chairman who ahall review the application for accuracy of 
data, Mke a recoMndation regarding approval of the eelected 
coureee and forward the application to either the Cai^a Dean 
(for faculty aaeigned to the Takoma Park Cai^e) or the Academic 
Dean (for faculty aaeigned to the Rockville Cae^nia). The Cai^a 
Dean or Academic Daan ehall review the application^ give approval 
of the eelected etudy within the eetabliahed guidelinee, and 
forward it to tha Director of Pereonnel for proceeeing. The 
Director of Pareonml ehall review the application for content 
and preper procedure. 

After coe^lete proceeeing and approval, the copiae of tha application 
form are dietributed to: the Pereonnel Office, the eupervieor, and 
tha ei^loyee. 

c. When an 
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r» application for EAP iovolvae atudy during normal work houri. 
«„ agreement detailing how the eo^lopM i« to make up the tima 
«iet be attached to the application. Thia agraament «iit be eignad 
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by Che eniployee and his supervisor and appro V(»d by an appropriate 
«id«lnlst rator* Approval should be t^^ranted only in Instances i4icre 
the absence of the employee will not result In any interruption of 
normal services of the office or department concerned and where the 
study desired is not K^'nerally available outside of the regular work* 
Ing hours. 

d« Upon completion of processing and/or approval of the application* 

the Personnel Office will, upon reqviest as Indicated on the application 
form 3«607b, issue the employee a letter authorizing the selected 
educational institution to bill the College for the proper tuition 
expenses within the limitations set forth In paragraph 3.605. If 
the employee so chooses, he may instead receive the benefit by rela* 
bursement. (See paragraph 3»60Ba). 

e. In the event the educational institution selected Is not willing to 
bill the College, the employee will normally receive this benefit 
by reimbursement. (See paragraph 3.608a). However, If in such 
Instances the eligible employee does not have sufficient funds to 
pay the eligible expenses In advance* he may so certify to Che Di- 
rector of Finance on MC Form 3.607b, and Che Director of Finance taay 
advance Che employee an approprtace amounC Co cover only che actual 
expenses Incurred and wichln the llmlCaClons seC forch in paragraph 
3.605, as AT\ InCcresC free educational loan. Such a loan is Co be 
repaid via Che relmbursemenC procedure. (See paragraph 3«603a)» 

f. In all eases, Che applicaClon should be received by Che Personnel 
Office no later Chan IS days prior Co reglsCraC Ion. An eo^loyee 
should submit his applicaClon in cime Co allow his supervisor suf- 
ficlenC cime Co meeC Chls deadline* 

3.608 REIMBURSEMENT AND RKPORTING PROCEDURES 

a. Upon completion of approved sCudy for which an employee paid Che 
approved educational tuition expenses himself because either he did 
not choose to use a letter froir. the College authorizing the selected 
institution to bill the Col^e directly, or because the selected 
Institution was not willing to bill the College, reln^ursenent may 
be requested by submitting MC Form 3.609, ''Request for EAP Rein^urse- 
ment,*' to tlie Personnel Office, accompanied by a tuition receipt and 
evidence of satisfactory completion of the approved study* Receipts 
will be required also for reimbursement for costs up to $50 of nec- 
essary books and materials. After approval by the Personnel Office, 
this form is sent to the Finance Office for processing and reimburse- 
ment to the employee. In cases where the emp>^oiiee received a loan 
from the College, the processing of the form, arter It Is approved, 
will effect the payment. 

b. In order to be eligible for continued financial benefits under EAP, 
the employee must have submitted evidence of satisfactory coi^letlon 
of all study for which he has received EAP benefits, to his super- 
visor and to the Personnel Office, or have applied to the Personnel Office 
for excused withdrawal for reasons of health, family obligations, or 
similar compelling considerations. 
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c. teployeet who do not satisfactorily complete study for which EAP 
benefits have been received must reimburse the College for all 
Monies that the College has expended in relation to that specific 
study which was not satisfactorily completed before being eligible 
to apply for any further benefits under EAP 

3.609 ACCOUNTABILITY POR EAP 

The Director of Personnel is responsible for the administration 
of the EAP. Appeals from decisions of the Director of Personnel 
swiy be made to the Dean of Administration. 

3.61 TUITION WAIVER PIAN (Approved by the President, December 20, 1973) 
3.611 GENERAL 

The purpose of the Tuition Waiver Plan is to allow college employees, 
under certain conditions, to enroll in courses for credit at Montgomery 
College without paying tuition charges. There is no limit on the number 
of courses that can be taken, nor is there any requirement as to the 
grad<» level that must be maintained. 

).612 DEFINITIONS 

a. Eligible personnel are all full-time college employees. 

b. Eligible study is any credit course offered at Montgomery College 
having at least ten regularly enrolled students and scheduled outside 
of the individual's normal working hours. 

1.611 APPLICATION PROCEDURES 

a. To apply for Tuition Waiver Plan benefits, an eligible employee com- 
pletes MC Form 3.607b, "Application for EAP/Tuition Waiver PUn Benefits", 
and submits the completed form according to the following: 



(1) An administrator shall submit the completed form to his supervisor 
who shall review the application for accuracy of data and forward 
it to the Director of Personnel. The Director of, Personnel shall 
review the application for proper procedure. If within established 
guidelines, he shall approve it. If rejected, the applicant shall 
be notified of the reason therefor. 

(2) A staff employee shall submit the completed fom to his supervisor 
wiio shall review the application for accuracy of data, make 
appropriate recotnnendations and forward it to the Director of 
Personnel. The Director of Personnel shall review the application 
for proper procedure. If within established guidelines, he shall 
approve it. If rejected, the applicant shall be notified of the 
reason thereof. 

(3) A faculty member shall submit the completed form to his department 
chairman who shall review the application for accuracy of data, and 
forward It to either the Campus Dean (for faculty assigned to the 
Takoma Park Campus) or the Academic Dean (for faculty assigned to 




the Rockville Campus). The Campus Dean or Academic Dean ahall 
review the application, make recoimendations, and foniard It to 
the Director of Personnel. The Director of Personnel shall 
review the application for proper procedure. If within 
fftablished guidelines, ho shall approve it. If rejected, the 
applicant shall be notified of tho reason thervfor. 

b. In conjunction with the Tuition Waiver Plan, application may be 
made under the Educational Assistance Program for up to $50 to 
defray the cost of books and materials In cases where the course 
of atudy is Job related. (See paragraph 3.60.) 

ACCOUrfTABILlTY AND APPEALS 

The Director of Personnel Is responsible for the adnlnlatration of 
tae Tuition Waiver Plan. Appeals from decisions of the Director of 
Personnel may be made to the Dt*an of Administration. 
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7.13 RECOGNITION AWARDS 

7.ni POLICY (Approved by Board of Trustees, Kvbniarv ?0. I97'i) 

a. To provide recognitio:i tor outstanding serx'ice lo the Colleftt* by 
menbcra ol the Hoard ot ITnstcvs, the Factltv. the staff, and 
Administrators, tho award, as approprlaif. ot a silver or bronze 
medallion is authorised and is imde retroactive lor services 
completed after hi!y I, l')70. 

b At an exception to t!ie prescribed completion date, an Initial 

•ward of medallions was made at the 25th Anniversarv Convocation, 
or in connection therewith, to survivln>^ founders of the College 
(members of the MontRomery Count v Board of I'ducatlon In 1946, 
merabert of the Founding Cofijnittee. mejnbers of the first tuU-t Ime 
faculty, the State Superintendent of Schools, and the widow ot the 
founding dean, in conmemorat ion of his services to the College.) 

0. i-he College President is responsible for development of criteria 
for the award uf such L-efti f icates as he may deem essential to 
proper recognition of other types of service to the College. 

7.li2 AWARD OK MEDAL!. U^iS (Approved by Board of Irtistees, Kebruary 20, l'^?'*) 

The following i^uidance is provided in connection with the development 
of awards of medallions lor outstanding service and the submission ot 
recorL-nendai Ions therefor. In each case the specific actionfs) supporl- 
inji a determination of outstandinR r r'.-i-e will be Included in the 
recommendation. llie length of serv.n- to the College, indicated In 
the following paragraphs, is to be considered onlv as guidance; the 
quality of the service is to be the essential basis Tor the award. 

a. Silver Medal I Ions 

(\\ Board of Trustees: I'pon departure t rom the Board after 
completion of at least one appointed term of office; the 
awavd Is initiated at the discretion of the Hoard of 
Irusiees, coordinated bv the President of the College, 
and approved bv the Hoard. 

f2t President: I'poii departure from the College, usually after 
at least t'iv»' -.'ears in the office. l^ie award is InltUted 
at the discretion cf and approved bv the Board of Trustees. 

U) faculty, Admlni*trator». Staft: ''pon retiring or resigning 
after 10 continuous years of servicit with the CoUtgt with 

distinction. A confidential recommendation for the sward 
mav be initiated bv the -erson's inc ediate supervisor or 
bv the Director of Personnel. It Is forwarded tor considera- 
tion to the College President through appropriate supervisory 
personnel for tinal approval by the Board of Trustees. T\\e 
recinnmendation musr contain appropriate detsiled Justification 
,itjd descriptiotJ of the o-i»standlng service rendered. 
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b. Bronse MedaUlont 



(1) Board of Tnnteeti Upon df^arture from the Botrd prior to 
roopletlon of appointed term of office. The award la 
Initiated at the dlacretfon of the Board of Truatees, 
coordinated by the Prealdent of thiv.Co 1 1 ege , and approved 
by the Board. 

(2) Prealdent: Upon departure from thn College, with lesa than 
five yeara In office. The award la Initiated at the dlacretion 

of and approved by the Board of Truateea. ^ 

(3) Faculty, Admlnlstratora, Staff: Upon retiring or realgning, with 
dlatlnction, with leaa than 10 yeara at the College. A conflden* 
tlal recowndatlon for the award may be Initiated by the peraon'a 
isedlate aupervlaor or by the Director of Personnel; It la for- 
warded for conalderatlo I to the College Prealdent through appro* 
prlate aupervlaory peraonnel for final approval by the Board of 
Truateea. The reconnendatlon muat contain appropriate detailed 
juatlf Icatlon and deacrlptlon of the outatandlng service rendered. 

7.66 PUntTCATlOMS OF T^E FAaJLTY. ATHnnSTMTORS, A OT) JtAFf (Approved by Prealdent, 
February 25, 19721 ^7" 

Publicatlona of the faculty, admlnlstratora and ataf f may ba dcpoalted In 
caropua llbrarlea for referwice by Intercated 'jartlet. The following pro- 
cedure la followad In harulllng a\i«h publlcatUn»: 

«• The Office of the Pran of the Faculty will announce parlodlcally to th# 
faculty, rdmlnlatrfltora, and Gt/iff that publlrat lona of Hontf.onery 
College peraonnel may be aeftt to the Office of the Dean of the Faculty 
for depoalt in their reapectlve carcpua library. 

b. Upon receipt of the pvbllcatloM, the De/jii of the Faculty will fr)r*»ard 
Information concernfng the publication to tho Prealdent for IncluJlon 
in the Boord of Trutteer* Reading Agenda. 

c* The publlcatfon will , then be deposited In the reapectlve campua 
library. 

d. Each library will icalgnate ahelf hpace for publications of Montgomrry 
College peraonnel ai.d #111 maintain a loc/itor card for all auch publlca- 
tlona depoalted In the library. 
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7.\^b I.KNC.TH t)K SKRVU'K AWARdS <l'rfj»idfnt 's Advisorv Council. Julv 12. 1971) 
ElUibility 

J. MtmbtTH of tUv full-limt- I'aLMilty. St a ft. and Administration, will 
bu prtTcnted a suitable award upon complrt ii>n ot certain Intervals 
of years of creditable service vitli Montgomery Cii liege. Hiose 
Included under t!ie term "full -time" are: Staff persons who 
normally work AO hours per week during the academic year or 
calendar year, depending u|miii Uieir assignment or other employrnent 
agreement; Faculty membni, wtio have a full-tirae academic year 
assignment; and Administrators who are assigned to a full-time 
position. "Years of creditable service" include all time worked 
from the original date of hire to the completion of the required 
length of service for recognition under this paragraph. These 
definitions spn itically include an academic year for Faculty and 
a 10-n»nth assignment tor ^.aff as one full year of servl':e. 

b. A certificate and an appropriate decorative pin will be awarded 
upon completion of 10 years and each 5-year Interval chereafter. 

c. The Piesldent will present the certificates and pins at appropriate 
ireremonies throughout the year. 

d. [he Director w»f Personnel Is responsible for the design of the 
certificate and pin, the Identification of eligible persons, and 
the preparation and processing of certificates. 

7.175 WOKKMEN^S COMPKNSAl I'^N 

n. workmen Compeiiaa L Ion protects the employee from serious financial loss 
if he is in jut 1(1 In the course of employment, except: 

(1) WlKn iiu inj iry resultJ from the willful Intention of the employee 
Injure lilmself or another, or 

(2> When the Injury rcaults solely from the intoxication of the injured 

ennloyee whiie on duty. 

In general, all :niili/al or liospital expenses directly associated with an 
injury' re'.'iltuiv; t rom an on-the-job accident are covered. Employees 
must re;,i^rt all accidents to their supervisois immediately. 

b. In the tvent an individual employee wishes to file a claim against Work- 
man's v.i T t -nsat i Ml, he should obtain a claim form from the Fjnployeo 
S«'rvicej ot I ic . 

c. Jhc V/orkru*n*s • o* .^ nsat ion claim should be completed as instrticted and 
senL t ) the |j..il.»..'e :iervicei; Office within 48 hours after the 

atr idtnt . 

(1. lite Fifiplovr. Sirviu^s OffiCe will roake one photostat of the claim form 
and file it in a file under the tlaimant's n;ime and then send the 
friv'inil claim tv>nii to the company for processing. 
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ADMINISTKATION OK PKKSO WEL DEVELOl^lEN-r (Approved by the Presidi'iit, 

GENERAL September 17. 1973) 

For the purpose of this paragraph, personnel tJevelopmont Uave encompasses 
that leave wtilch Is >ir,inted %rith pay under the categories of sabbatical 
leave, paragraph 3.441 a; extended administrative leave, paragraph 3.446. 
and special leave with pay for sol f -Improvement . paragraph 4.50. U is the 
purpose of this section of the Policies and Procedures Manual to delineate 
approved policy and to provide the necessary administrative and fiscal 
procedures for coordinating the granting of these three types of leave and 
for considering the prior use of short-term leave for professional meetings 
before authorizing extended administrative leave, 
7.382 POLICY (Board oi Trustees, 11/19/73) 

The evaluative criteria that follow will be used by the Prraldent and the 
President t designees In determining what recotnnendatlons will be made to 
the Board of Trustees concerning proposals requesting consideration for 
sabbatical leave. 

a. The proposal should clearly Indicate how the program to be undertaken by 
an IndWlo.Ml on sabbatical leave will benefit the person's professional 
duties ui Montgomery College, 

b. The following are examples of types of activities or projects that might 
be engaged In during the period of the sabbatical leave: 

(1) To carry on i program of purposeful course work for a period of at 
least one semester or to attend a semester-long institute, 

(2) To complete a book or some other scholarly woik that Is of value to 
the individual concerned and/or to the academic coitmunlty. 

(3) To participate In research or an operational project of at least a 
semester's duration or more which would result In improvement of 
the applicant's overall competency for responsibilities at 
Montgomery Conmunlty College, 

(4) To take part in some organized conmjunlty project designed 
to improve relations between the College and the citizenry 
supporting It. 

(5) To travel, provided such travel has a direct bearing on the 
particular .subject matter field or educational methodology of the 
Instructor* 

c. Hie following aspects will also be considered Ir. arriving at n reconmen- 
datlon with a report thereon to the President. 

(I) Contrihiitlons which the applicant has itiade over the years to the 
College as a whole. 

{?.) The event'iallty tliat the applicant may have had such leave or 
comparable leave before. 

(3) Length of service of the applicant at Montgomery Conmunlty College* 



- 73 . 



It should b.. undersiood, however, that the above criteria are not Isted 
In .in ordor of priority or importance and that the leave policy wi I be 
acbnlnUtered on a coUo^o-wlde basis; I.e., without necessarily allocating 
avallabli- sabb.ii IlmI:> to the campuses In equal measure, btit with due 
con^jldcratlon t«» i\w hurd.'n placed upon the College In any particular 
discipline in .my \\- ir, 

7, "^83 AHPL'CATIONS r\)R U-^WK 

a. Anpli.atlons tor sabbaiUal leave and special leave for self -Improvement, 
are proccsst-d In accordance with paragraphs 3.441a and 4.bO, respectively. 

b. in the c isv ol sa)>hatlcal leave, an ad hoc cottmlttee Is appointed by the 
Facultv Senate with the concurrence of the President. The President 
selects tlie ad hoc conwilttee chairman each year with the concurrence of 
the Facultv Senate. The ad hoc consnlttee reviews applications, and 
within ainnoved ovaluatlve policy and fiscal guldimce, establishes 
recoiranciuku! priorities for consideration of the President. 

Althouph uonnallv Initiated at the supervisory level, any member of the 
ColleKe -r.av rcuonrmen,! that extended administrative leave be granted to 
one or more eligible persons or for one or more purposes. If not orlgina- 
tinr \/lih :lu' Pn-sldent, a Campus Desn, the Dean of Administration, or the 
Dt-mi of Ad-.inlstration,or the Dean of Education, the request will be for- 
warded r»r»o«h saper\lsory channels to the appropriate dean. The request 
shmild o.plain the purp.»se of the leave, state how It will benefit the 
operatiip '^f t!ie College, explain w«iy It Is necessary or essential lor 
th. roll..^. t., auil.oviae thi/ type of leave, provide a specific cost 
e-^timate, .eco:;ii.und an individual (s) to be sent on the leave, list any 
prior iLfavv for protessional meetings or extended administrative i esve 
.'r.mttd lo ti.at pers.m during the prior 12 months, and Indicate the 
willingness the individual (s) to be placed on leave If it is granted. 
Xhc dean con( . rnc-d will review the request, make a recontnendation, and 
forward if t > the Director of Personnel for consideration and recontnenda- 
tion to Ibc Prcbirlont. llie President, upon receipt of the recontnendation 
of the Direct. «r nf Personnel, may approve and recommend the request to 
the Boar.' M Trustees tor final approval, or may disapprove or modify It 
MS appro;jrlnt e. 

d AH -al Mv ai d hnwii*^ noDnally received will continue when a person is 
* placed on ixtondfd administrative leave. In addition, travel, room, and 
Lard cH^n,.-^ t-n* be paid by the College, as warranted. The amount of 
allowance tor ;oon and board will be determined In advance by mutual 
,i^».retniei;t Lt two, n the individual ana the Director of tinance. and be 
.ipproved hy tlu» l*resldcnt. 
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e. When extended administrative leave hnu been authorlted by the Board of 
Iruatces, appHc.uion for leave will be made admlnlitratlvely on MC 
PoriH 7.40. Kcq.ifSt for Lvavo tor Professional Meetings And/Or Special 
Funds. In the spate, "Ueason for Request", the applicant will enter: 

"Extended Aan»lnistrat Ive I.fave as approved by resolution munber^^ . 

Board ot' Trvisici .s, 197 ^ 



f. Applications from the Staff for ^'Special Leave for Self •Improvement" are 
ionbidered by the Staff Review Board. 

.384 THE COLLEGE COMMI'l iKE lt)R PERSONNEL DEVELOPMENT IJiAVE 



a. General 



Hie annual operating budget will usually contain limited funds for the 
support of personnel development leave (I.e.. sabbatical leave, self- 
improvem»ni leave and extended administrative leave). The overall bud- 
j'etary ceiling requires, therefore, that a process be created to develop 
recontnendations for the President regarding the amount to be included 
for ^uch leave .md to recommend to the Presli^^nt an amount to be 
illoiated to e.uh such c^itcgory after the budget has been funded. For 
this purposf, there has been established a College Cosinlttee for Per- 
sonnel OeVf lop»i;eni Leave. 

b. Oomnlttec Orttani/.at Ion 

The Colle>',e Cuntnittee on Personnel Development Leave is appointed by 
and reports to rlie President. It is composed of th-? following members 
and such additional appointees as may be desirable from time to time: 

Dean of Administration Campus Deans 

Dean of Kducatlon Two (2) Stsff Senate designees 

Two <J> Faculty Senate designees Director of Personnel (w/o vote) 
Dean ot the Faculty 

J 

The chairman ot the conmlttee is appointed by the President. 

c. fomnlttee Functions 



The Cooinittee: 



<l) Develops rectimmendat ions concerning criteria, fc nula, parmeters, 
or guidelines to be used in determining amounts co be Included 
each year in the operating budget for each type of leave, sabbatical, 
self*lmpr vement , and extended ackiinistrative. For these purposes, 
th^ C^mnit tee's tentative recooinendatlons are developed and discussed 
with their constituencies by conmlttee members, after which final 
reconncndat ions are forwarded by the Conmittee to the President, with 
any minority coninents, for approval. 
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<2) Develops, for FY1974 only» recoMndcd InltUi «Uoc«tloos of 

budgeted funds to be used for s«bb«tlc«l le«ve, special leeve vlth 
pey for self-ifliproveaent, «nd extended eckslnlstiretlve leevee; 
forwards the Coaailttee*s recovsendetlons, with «ny minority 
cooients, 1.0 the President for approval. 

(3) Using previously approved crlCerU, develops, for flecel yeers 
other than 1974, recowended aaounts to be Included as a single 
line Item in the operating budget In support of sabbatical, self- 
improvencnt, and extended actelnlstratlve leaves, and forwards Its 
recGonendatlons to the President for approval. 

(4) Recoonends, on request of the President, after final approval of 
the operating budget, the annual allocation of funds for personnel 
development leave in order to take Into consideration the amount 
finally funded for this type of leave. 
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401 CENEKAL 

E^loyata of ch« Board ot TruaCaea who are required to travel on buslnesa 
pertalnlns to the College will bt reiaburscd dependent upon the type of 
travel perforved, local or dlatant. Specifically designated atudenta, 
who ara Bcabera of collage-leval coiHltteea which function under the 
approvad atatutaa for tha govamanca of the College, are alao authorised 
local traval rtlnburaeMnt . Regardleas of the type of travel, wh«*n vahlclea 
are uaad, indlvlduala going to the nana location are requestrd to uae one 
vthlcla only, unleaa tha capacity of the vehicle I0 leaa than tha numb<!r of 
paraona Involved. Since the total avount of travel funda la Halted, paynanta 
froB auch funda ara governed by the following guide-lines. Should budgeted 
funda for travel becone Inaufflclant to aupport paynenta as explained herein, 
temporary modifications to these procaduraa will be Isaued by the Director 
of Finance. 

402 tOCAL TRAVEL (PAC, April 29, 1971; Praaldant, June 26, 197\ Modified 
November 21, 1972) 

a. Local travel, aa uaad In thla manual Includea, but la not limited to, 
Intar-ca^ua travel and treval between an Indlvldual'a analgned campua 
and other polnta of bualneaa. It doea not Include travel: 

<1) Jfor which ovaralght accomBodatlona ara required. 

(2) For which round-trip mileage axceeda 300. 

(3) ^twaan an Indlvldual'a aaalgnad campua and hla raaldance, for 
normal duty during regular work daya. Mileage between an Indlvldual'e 
reeldence and a campua other than tha aaalgned ce^ue may be relm- 
bureed In tha caaa of authorised travel to the other ce^ue prior to 
reporting to tha aeelgned campua. In auch Inatancae relmbureement 
will be only to the asctant that the dlatanca between the aaalgnad 
campue and the raaldance by way of thu other campua axcaede the 
direct dlatanca batvaan tha aeelgned caapua and the reeldence. 
Romid--trlp mileage batwaan the raaldance and a ce^ue other than 
the aaalgned campua may be reimbursed in eltuatlone where It would 
have been Impoeelble, Imprectlcel* or Inefficient to make the trip 
anroute to or from the neelgned campue but only to the extent that 
4uch mllasge axceeda e round trip between the reeldence and tha 
eeelgned caa^ua. 

(4) To or from placee of buelneee located on e direct route batwaen an 
Indlvldual'a aeelgned campue and hla reeldence, unleee It would ba 
Impoeelble or Imprectlcel to make tha required vlelt to theee plecee 
of bualneee enroute to or from the eeelgned campue. If e place of 
buelneee le vleited enroute to or from the eeelgned ce^ue, end It 
le not on the direct route between the home and the eeelgned ce^)ue» 
relmbureement ehell be beeed on the difference between the mlleege 
between home and aeelgned campua by way of the piece of buelneee and 
the dletance between home and aeelgned campua by direct route. 

(5) To end from maetlnge of the Boerd of Truataaa, except where the 
Individual la required to ettend euch maetlnge by virtue of: 

er|c 



U) Tht off let in which he la atrvlng. 



(b) MattrUl ht auat pcraoiully prcatnt Co tht Board, or 

(c) A requaaC froa hi* auptrvlaor. 

Vhtn ont of tht abovt quallf Icatlona la met, the round* trip travel ahall 
be relsburaable regardleaa of the caapua on vhlcb the Board of Truateea 
Mating la held. 

b. Authorlied travel between caapuaea la that which la neceaaary to attend 
acheduled claaaea, departaental meetinga, and officially acheduled aeetlnga 
of the college ataff or faculty, and return to the aaalgned ca«pua when euch 
U required. Dlatance between caapuaea la officially recognized aa IS allea. 

c. Authorised travel between a caapua and a place other than another cavpua la 
that which la neceaaary to conduct official college bualneaa at the aecond 
place. Thla would Include travel between a ccapua and acheduled claaaea 
off caapua, e.g.* phyalcal education claaaea at golf rangea and bowling 
alleya and nuralng claaaea at hoapltala. 

d. Authorised personnel are reiaburaed for the uae of their privately owned 
vehlclea at the rata of 12 centa per allc traveled. They aay alao be 
reiaburaed for parking feea. When two or aore Indlvlduala travel In the 
aaae privately owned vehicle, only one peraon will receive co^enaatlon 
for the aileage traveled, uaually the owner. The driver. If the owner 
la not preaent, aay receive a aileage payaent If one la not clalaed by 



e. Relaburaeaent for travel will be aade only to thoae Indlvlduala who aubalt 
an approved "Stateaent of Local Travel Cxpenae", MC Vora 7.403. Thla fora 
aay be obtained froa the Office of the Director of PrOcureaant on Storea 
Requlaltlon, MC Pora 7.506* Monthly atateaenta ahould be aubaltted to the 
appropriate dep^irtaental chalraan or staff aupervlaora for approval no later 
than the third of each aonth for travel during the preceding aonth. State* 
aenta ahould be proceaaad through appropriate account aanagera ao aa to 
reach the Director of Finance by the alxth of each aonth. 

7.404 DISTANI IKAVEL (AppraVfd by the President, November 21, 1972) 

a. Dlatant travel, usually used In conjunction with leave for profcaslonal 
meetlnga (paragraph 3.442 f), l9 travel Oilch meets any one or w>re of 

the following criteria: 

(1) Overnight itcconiBodat ions are required. 

(2) Total expcnae Incurred for .ill relmburscable fcems related to the 
trip, including conference registration fees, exceeds $50.00. 

(3) Round trip mileage <>xci>ed8 KlO. 

b. Requests for approval of use of college funds and subsequent rela- 
bursement for expenses Incurred on distant travel will be submitted 
through the individual's supervisor on the Form for Requeat for 
Leave for Profesalonal Meetings and Special Funds, MC Form 7.40. 



the owner. 
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(1) Distant travel, for menbers of the Faculty, for which reiaburfe* i 
ment !• to be requested, must flrtt be .ipproved on the Request 

tor Leave tor Profess iana I Meetings and/or Special Fundf, by 
their Departirent Chairman, Division Chairman/ Academic Dean, and 
Campus t)ean. 

(2) Distant travel by menbert ol the Atfainiiaration and Staff, for 
uhich reinburkenient is to be requested, muft first be approved 
by the individual's innediate supervisors. Final approval is 
granted by the College President for the Casipus Deans, Dean of 
Administration, Dean of Education, Dean of the Faculty and 
personnel assigned to the President's office. The C«npus Deans» 
Dean of Adainistrat loii, or Oean of Education approve requests 
fubn^itted by personnel assigned respectively to the offices 
supervised by then. 

c. Traval to dlatant points «ay ba «ada by any conveyance desired by tha 
individual. Reiaburseaient for travel by private conveyance, howtvar, 
will be made only on Che basis of the leaaer of 10 cents per mile or 
the cost of a tourist ticket by air. Actual tickets, if deslrad may 
be obtained through the College. Uhen air transportation la uied, 
t revel reimbursement will also include the cost of travel between homa 
and airport, airport and hotel at destination, and travel beti^en 
hotel and place of buainess at deatinatlon. In addition to travel 
relaburacmcnt, individuals are authorised reasonable reimburaeawnt 
for the cost of meals and, upon submission of a paid bill, overnight 
lodging. 

d* An annual record of expense (}C Fonn 7.40^ (7/1/72)) Incurred for 
distant travel for each individual member of the faculty and 
Admin la t rat ive staff is maintained in the Office of the Director 
of Finance. 

7.A06 USE OF COLLEGE VEHICLES 

a. Canaral 

Whether travel on official buainea* by Prculty, Staff or Adminiatratora 
la local or dlatant, college vehiclea, if availabla, ahould ba uaad* 
Uhen thia mode of travel la uaad, no wmatary ralaburaaaant for milaaga 
la authorised. Raquaata for tha uae of theaa vahiclaa ahould ba mada to 
tha reaponaibla office wall in advance to inaura thair availability* 
Priority for the uae of vahiclea will notmally ba in accordance with tha 
requaata received* Except iona, if any, will uaually be baaad on obtaining 
tka graateat econoaiy in tha uae of CoUaga traval funda* 

b* Kaaponaibla Offlcaa 

(1) Tha Office of tha Campua Pacilitiaa Nanagar ia raapootibU for tha daily 
control of vahiclaa aaaignad to the RockviUe Caapua* 

(2) The Office of tha Buainaaa Manager ia raaponaibla for tha daily control 
of vahiclaa aaaignad to tha Takona Park Caaqma* 

(3) Tha Office of Intamal Managanant ia reaponaibla for the daily control 
of vehiclea aaaignad to tha Central Ackainiatration* 
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c. Proccdurea 

The following procedures will i;uM»m the use ot (ollcKe vehicles: 

(n On the campuses, keys .ire m.Tlm.ilned In tiu- Sr.tirlty Office; for the 
Central Administration, keys are m.ilntaiaed in the Office of Internal 
Managenent. Wlien keys for a vehicle w*tich has ^een reserv.vd are picked 
up, the operator of the vehicle also obtains a Motor Vehicle Trip Form. 
MC Form 7,U0b. Thi* trip fom, fuUy excctitcd. is to be returned with 
the vehicle ;teys at the conclusion of the trip, 

(2) Normally, imployees may not drive motor vehicles to their home. When 
It Is necessary to do so, however, the employee roust Include this 
Infonsatlon on the trip fonn. 

(3) Gasoline and oil for college vehlc^s are to be procured from the Lincoln 
Center or the Randolph Road Dupot of the Montgomery County Public Schools 
which will bill the College for supplies used. The gasoline in the 
storage tank on the Rockvllle Campus Is reserved primarily for use of 
utility vehicles assigned to the Rockvllle Campus. 

(4) When fuel Is needed and the vehicle is distant from MC PS facilities, or 
the need Is at an hour when MCPS facilities are closed, the operator 
should purchase gasoline or oil using cash or his own personal credit 
card. If using cash, a cash receipt tmist be obtained and attached to 
the Bwnthly ''StateBient of Local Travel Expense'*, MC Form 7.A03, In order 
to secure relaburscnent. If the Individual uses his personal credit 
card, he should attach his copy of the voucher to the Statesient of 
Locai Travel Expense In order to secure reimbursement. 

(5) No vehicle should be returned after use with less than one fo.4rth of 
a tank of fuel. 

(6) No vehicle Is to be away from the College overnight unless pennlsslon 
Is granted by the responsible office. Normally, college vehicles 
will not be kept out overnight locally. 

(7) Normally, vehicles are to be driven only by Administrators or members 
of the college Staff or Faculty who possess a valid operator's license. 
Students are not normally authorised to drive college vehicles. In 
unusual circumstances, permission may be granted only If the student Is 
over 21, possesses a valid operator's license, and receives permission 
from the office responsible for the operation of the particular vehicle. 

(8) Hitchhikers shall not be picked up. 

(9) If mechanical failure occurs to a vehicle within a 25 irlle radius 
from the responsible office, the responsible office should be con- 
tacted. Otherwise, a nearby local garage, preferably one which 
specialises In the make vehicle affected^ should be contacted for 
assistance. If It Is estimated that repairs will exceed $100, the 
responsible office should be contacted for clearance prior to 
authorisation of repairs. Bills for repairs should be turned In 
to the responsible office for reimbursement from the appropriate 
vehicle repair account* 

(10) A driver of a College vehicle Involved In an accident should 

loBMdlately contact the local police and the Director of Internal 
Management. 
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7.901 POLICY (Board of Trustees, Miirch 20, 1972) 

The Boiird of Trustees of Montgoaery Coanunlty Collect' rvquires as a condition 
of caployoMnt that: 

a. All employoos submit medically Vfritu'd fVldoiict- ot iruedora irum activv 
tuberculosis at the tioHf or cmpl oymt-nt , 

b. In addition lo the above, fOi.Hl service employees submit similar i>vidence 
on an annual basis throughout their employment. 

7.902 PROCKDURES (Approved by President, Match 20. 

a. The evidence ot treudom trom active tubvrculos is rt-quirud by paragraph 
7.901 may bv iii thf lorm ol a signed physician's statement or other 
official health curtilicatc' indicating that, by means ot a chest X-ray, 
intradermal tuberculin test, or other medically reco^jniiied method, the 
person concerned has been found to be free of tuberculosis ut the time 

of his employment at Montgomery College. This evidence must be submitted 
prior to reporting tor work, and no prospective employee will be con- 
sidered as employed until this requirement has been satisfied. 

b. Persons who desire to satisfy their health certification requirement by 
obtaining a chest X-ray on a mobile unit or in a hospital health clinic 
shall submit as a certificate the postal card or other otficial document 
returned tit them .ts evidence ot freedom from ac l ive tuberculosis. 

c. Proper evidence ot treedom tr^w active tuberculosis may be obtained 
in the geographical area ot residence of the individual concerned. 

d. (1) All food service employees, as well as faculty, staff, or 

students participating or enrol Ic^d in programs or courses which 
involve the handling of food, or the supervision of Its 
pre pa rat I c^n or serving, will submit evidence of freedom from 
active tuberculosis both on an initial and an annual basis. 

(2) Chapter 82. Montgomery County Code, 1965 edition, also requires 
that such persons be free of all ci.uiDunicablc diseases and in- 
fected wounds, sores, or lesions on exposed parts of the body. 
Although no initial or periodic certificate is required, super- 
visors are hrld responsible for reporting suspected carriers and 
reporting them to the proper authorities for proper verification 
ot their health condition. 

(3) The Montgomery County Code defines a food service employee as 
"Any person, Including owner or manager, who handles tood or 
drink during preparation or serving, or who comes in contact 
with any eating or cooking utettsils. or who is employed in a 
room In which food i>r drink is prepared or served." 

(4) The above code also lequires that "Rvfry person connected with 
an eating and drinking establishment whose work brings him In 
contact with the production, handling, serving or storage of 
tootl. drink, utensils or equipment, shall furnish such Inforow- 
tion. permit such physical examination, and/or X-rays, and 
submit such laboratory specimens as the health officer may 

Q require for the ^jurpose of determining freedom from infections." 
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7.911 POLICY (Approved by the Board of TruaCeea» FY 1974 Operating Budget, 

May 21, 1973) 

The Health Maintenance Prograa (HMF) la dealgned to encourage College 
peraotmel to achtdule ragular phyalcal exaalnatlons In the Intereat of 
»the aalntenance of good health. The program provldea for the relmburae* 
■ant of up to $25 every other flacal yaar to each eligible peraMi toward 
payvcnt of tha phyalclan'a fee (axclualve of chargea for dlagnoatlc 
aarvlcaa» auch aa x-ray or laboratory vork) for a general phyalcal 
axaalnat Ion. 

7.912 ELIGIBILITY 

An ellglbla peraon la a full*tl«c College asployae at leaat 40 yeara of 
aga who haa worked for the College for at leaat ona year. 

7.913 PROCEOUIE 

a. Application for reijiburaf ant of the $25 la accoapllahed by coaplatlon 
of an Application for RtlaburaaMnt (MC Forn 7.91) which la available 
fro« tha biployae Servlcea Offlca. 

b. Aftar the phyalclan haa certlfltd that tha phyalcal examination waa 
parfocaad, the form NC 7.91 la aubalttad to the College Peraonnel • 
Offlca. 

c. Upon verification that the taployaa la at leaat 40 yeara old, haa btan 
a full^tlflie aaployea of the College for at leaat one year, and that he 
or ahe haa not racelvad relnburawcnt during the current or iantdlately 
pracadlni flacal year, the Director of Peraonnel authorlxea relaburacacnt • 

d. Ona copy of the approved Form KC 7.91 la forvardad to tha Finance Offlca 
aa authorlsaClon for the relaburamaent and the other copy la retained 

In the Peraonnel Office. 

a. In tha event the application la not approved. It la returned to tha 
requaator by the Director of Peraonnel with an explanation for the 
dlaapproval. 

7.92 9mw.9tenjmmn phystcal EIAMIMATIOM 

7.921 POLICY (Approvad by tha Board of Truataaa, May 20, 1974) 

a. All caadldataa for approvad poaltlona at Montgoiwry Collaga ahall hava a 



pra-awIoTMnt phyalcal aaamlnatlon for tha purpoaa of aaaurlng that aach 
paraoo a^>loyad la phyalcally abla to parfotm tha dutlaa and raapooalbllltli 
of tha poaltlon for which tht Individual la balng conaldarad, and for tha 
purpoaa of avoiding tha aaployMftt of paraona whoia haalth and phyalcal 
condition could advaraaly affact tha haalth, aafaty, and walfara of paraona 
aaaoclatad with tha Collaga. It la tha aapactatlon of tha ^•rd of 
Truataaa, alao, that tha pra-amploymant phyalcal tJUBlnatlon will halp to 
•laiAita tha applicable public coat of atafflng tha Collaga. Tha Mdlcal 
opinion ahall ba a alpilf leant conaldaratlon in tha final daclalon ralativa 
to aaployatnt. Uodar axcaptlooal circumatancaa tha Praaldtnt, or tha 
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b. If taaporary aBployMnC U authorlsad undar axceptloiul clrc«»tiiic««, eh* 
paraoQ Mtployad will not ba •llglbla for participation In tha CollflgaU 
group haalth and lift Inauranca progru and th« Collegt's dittblllty laava 
progrtf for • parlod of at laaat tvalva conaacutlva caltndar aontha. During 
thla parlod tha Collag* will contrlbuta (up to th« currant dc lar aw>unt 
paid by tha Collega for alnllar covarage for thoat ptraona covarad by tha 
Collaga group Inauranca policy) toward tha coat of raaaonably aqulvalant 
Individual haalth and Ufa Inauranca obtalnad Indapandantly by tha aaployaa. 
If» aftar coBplatlon of at laaat tvalva conaacutlva caltndar iaontha» tha 
Individual haa baan conplataly treatttant frae In rtlatloo to tha pra-axlat- 
Ing condition, tha aiiployMOt atatua can ba changad by tha Praaldant» or 
tha Praaldant a daalgnta» to ragular (aa oppoaad to taaporary)» tharaby 
Mklng tha Individual fully allglbla at that tlaa to partlclpata In tha 
group haalth and Ufa Inauranca and tha dlaablllty l««va prograa. 

c* Excapt for purpoaaa Indlcatad har«ln» tha pra-a«ployMnt phyalcal 

axaalnatlon will not ba uaad to dany asployaant to quallflad paraona who 
ara aalactad by tha Collaga, 

7,922 PROCEOUUS (Approved by tha Praaldant» May 20, 1974) 

a. In tha application procaaa» tha Collaga ahall notify aach applicant that 
a pra^-aaployMnt phyalcal ascaainatlon la a condition of aaployMnt and 
will provlda tha applicant with foma and Infonutlon, aa appropriate* 

b. Tha Director of Paraonnal ahall racuMiud to tha Daan of Adalnlatratlon, 
and tha Daan of Adalnlatratlon ahall aalact» a phyalclan or taaa of 
phyalclana axparlancad In tha flald of occupational aadlclna to provlda 
pra-avployaant phyalcal axaalnatlona for tha Collaga at a raaaonabla 
unit faa. Thla faa ahall b« paid by tha Collaga. Tha Director of 
Pareonnel ehall provlda the phyelclan with e job deecrlptlon» and 
related Infonutlon aa required. In order for tha phyelclan to have en 
edequate underetandlng of tha phyelcel raqulraMnte of the poeltlon 

to be filled^ and In order for tha phyelclm to be eble to uaa thle and 
othar date In reechlAg e Mdlcel opinion concerning the phyelcel 
fltneee of cendldatee for enployaiant with the Collega. 

c. Prior to final conetMatlon of an aaployMnt agreeaant and upon receipt 

of e notice of proepectlvt evploymant* the Director of Pereoonel will aaka 
arrangaaante for a pre-aaployaant phyelcel exaalnetlon. Notice of 
proepactlve aaployaant la made by the employing eupervleor for Steff 
candldatee» by the Caapue Daan for feculty candldatee» and by tha Preeldent 
for edalnletretlva candldatae. The notice of proepectlva aaployMOt ehall 
be In writing Indlcetlng to tha Director of Pereonnel thet tha cendldete 
probebly will be recoaaanded for aaployaant upon receipt of e fevoreble 
aadlcal opinion* Tha poeltlon nuaber of tha vacancy to ba filled by tha 
candidate ehould eleo ba Indlcetad on the notice of proepectlva aaployaant* 

d. Tha Director of Pereonnel ehall provide e aedlcel exaalnatlon fora 
(MC Pom 7.92) for tha candidate end aake tha errengaaante for tha 
axaalnetlon with e phyelcan aalected by tha College. Under certeln 
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circu.8tan.eB, a candidate bwv be granted pf^nilsslon by the Director of 
Personnel to have the eauioinat Ion performed by a different physician at the 
expense of the Individual candidate, with reimbursement frotn the College up 
to the same rta>unt paid by the CoIUkc f^^r the 8«ae cervlr«. In thta case 
the report frotn the other phvolclan tnnat be prepareil on the CoUeKe form 
(MC FonD V92\ and sent to the College-aelected physK'ian for review and 
development of a report on the candidate's physical fitness for eaployment 
at the College. The Director of Pemonnel will grant this deviation froo 
normal pro. edure In those cases where a final enployoent decision would be 
undulv ielav ' or th? candidate unduly Inconvenienced In tenos of time 
and expanse by ddhetence to the standard procedure. 

The examining phvslclan will perform a routine phvolcal examination 
Including Nuch Itema aa 

Medical history 
V Is Ion 
Mear Ing 

Blo :d prosoure 

Urinalysis 

Serology 

AS a result of the examination the college-selected phy8lci« will provide 
the Colle>ie with a nedlcal opinion regarding the ability of the candidate 
to perf. nn the task, cf the position for which the candidate la applying. 
When the examination is performed by othe- than the College retained 
physician, t Jh» ♦•xaminer's report shall be sent to the CoUoge retained 
phvslclan for review and development of such a medical oplnlot^. 

This physician's teport to the College will state that either: (1) The 
candidate's health and physical condition are acceptable for any position 
at the College, or, C) The randidate's health and physical condition are 
acceptable for the proposed assignment only and that farther medical 
opinion Bhould be required before any change of assignment Is exude or, 
(J) The candidate's health and physical condition are n„t acceptablo for 
the proposed assignment at Montgomery CoUcge. 

All medical records shall be retained by the College-selected physician. 

Upon receipt of the physician's renort, the Director ot Personnel shall 
send a copv of this report to the candidate and to the referring College 
official tor ron^ilderatlon In arriving at a decision relative to ^ employment . 
Except In extremely urusual circumstances (such as the candidate s 
possession of au exit melv rare skill or expertise) the medical opinion 
shall be a ^Igr.Ulcani consideration in the final decision relative to 
emplovment. '^en unusurtl circumstances pertain, the Involved campus or 
admlnlstiat Iv/e dean may request that an exception to standard practice 
be made and that eroplovmenr be authorized In spite of the contrary vnedlcal 
opinion The request must be In writing to the Desn of Administration when 
the candidate Is being considered for a Staff position and to the President 
when the .^ndUiate Is being ronsldered for a Faculty ;.r Admin 1st tat ive 
position. ipon approval (^f the rcquesf ^v the Pti'sldent. or hio dfolgnee. 
the requeHtlnx HuperyJsor and the director of Per*»onnel aic authotlzed 
to prot-eed with rtppiop.late employment arrnn^wpeot h . 
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1. In c«aca irhera teeporary attploynant is authoriztd by th« President or hia 
designee under eaceptionel clrcuastences* end enrol Uwnt in the College 
g;oup health and life inaurance prograa la not alloved, the Director of 
Peraonnel will arrange for payviant of a sonthly aaount (no greater than 
the current dollar aaount paid by the College for eidUr coverage for 
thoaa persona covered by tha Collage group insurance policy) toward rhe 
cost of reasonably equivalent individual health and life inaurance 
coverage obtained Independently by the caiployee. Such payvent shall be 
authorised and paid to tha individual only after the Director of Personnel 
has bkiSQ provided dua proof of the existence of such equivalent insurancr 
protection by the ew,)loyee or the designated insurance carrier. 

j. tf» after coopletion of at leaat twelve consecutive calendar «ontha» the 
individual has been completely treataant free in relation to th«; pre-* 
existing condition which prscliided eaploynent on s regular basis, the 
Director of Personnel will lofors the appropriate adniniatrator who 
authorized the esploynent initially. This person will change the 
ctBployiaent status fron tesporary to regular. Thia change in atatus sakes 
the Individual eligible at that tltae to participate ir the group health 
and life insurance and the disability leave progras. Upon receipt of 
confimaclon of this change in employtaent status froa the spproprlate 
adttiniatrator , the Director of Peraonnel will aee that the etaployee Is 
properly enrolled in the group health and life insursnce progras «nd is 
otherwise trestsd ss a regular vaployee rather than a toaporary one. 

fc. If, after coepletion of et leaat twelve conaecutive calendar nontha, the 
individual hes not been co&pletely treatsMfnt free, he or ahc asay be 
continued in a tesporary capacity for another twelve conaecutive cal»dar 
flK>ntha under the conditlona outlined in (i) above. 

7.923 ACCOUKTABIUTY 

TYim Director of Psrsocinal shsll be responsible to the President or his 
daslgnse for ths coordination of the pre-s»ploy«Rnt phyaical examination 
progrss and for authorising the expenditure of funda budgeted for the 
progrstt. 
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